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Introduction  
(Click here to return to the Table of Contents) 

 
Welcome to the User Manual for the new CalJOBSSM reports.  This user manual 
includes report guidance for all the canned reports that are available in the CalJOBSSM 
system except for the Cash Draw Module Reports.   
 
Although most of the reports have been designed to be utilized for all the programs such 
as Wagner-Peyser Act, Workforce Investment Act, and Trade Adjustment Assistance Act 
there are a number of reports that are program-specific.  
 
The report guidance in this user manual has been organized according to how the 
reports are mapped and categorized in the CalJOBSSM system. The report names in the 
Table of Contents are links to the guidance for that report.   
 
This manual includes the following 5 main categories: 
 

1. Summary Reports 

2. Detailed Reports 

3. Federal Reports 

4. Manage Case Assignment  

5. Report Issues  

Please make a note of the following information that applies to most of the reports in the 
CalJOBSSM system. 

 For reports that have more than one category (i.e. primary filter) available, the 
selection of a category usually determines the outcome of the report.   

Most reports that are generated in the system include hyperlinks (they appear in 

blue ink and are underlined). Clicking on the hyperlinks usually displays more 

detailed information on the subject.  For example, if the total number of 

individuals shown on a report as a hyperlink, clicking on the link may list the 

information on every individual who is counted in that total.  

 

Please note that use of the blue hyperlink functions is available only within the system-

generated reports. Once reports are exported or saved, the blue hyperlinks are no 

longer active.  

 

 Most reports give you the option to export the generated data into other 
programs such as excel, pdf, etc. for further analysis, formatting, producing 
charts and graphs, etc.  This option is usually displayed either at the top or at the 
bottom part of the report outcome page. 

To report any issues you encounter with the reports, please see “Report Issues” section 
on page 423 of this manual. 
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Dashboards 
(Click here to return to the Table of Contents) 

 

The dashboard reports provide a series of charts and graphs that document specific 

data on individual and employer’s registration, job openings, job referrals, and job 

orders.  The report outcome is entirely charts and graphs. 

To run these dashboard reports: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Under “Summary Reports,” click on “Dashboards.”  You will be prompted to 

make a selection from the following categories: 

a) Registered Individual Dashboard 

b) Registered Employer Dashboard 

c) Total Job Openings Dashboard 

d) Total Job Referrals Dashboard 

e) Total Job Orders Dashboard 

Note: After you click on the category of your interest, a screen will be displayed 

with several filters for you to choose from. Filtering further is usually not 

necessary unless you want very specific information. Filters will allow you to 

narrow down the information on your report to the specifics that you want.  For 

example, if you want your report outcome to display information only on the 

employers who are federal contractors and have registered in the last 90 days, 

then you can select the following filters for your report: 

 Federal Contractor – Yes 

 Date Filter – Registration Completed Date 

 Date Range –  Last 90 days 

 

a) For the Registered Individual category, you may select from any of the 

following filters for your report. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 
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o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – This filter allows you to select the office of your 

interest.  This option will not be available (grayed out) if no specific 

Region/LWIA is selected. 

o Web Access Location – From the drop down menu, make the selection 

for the web access. 

o Cookie Location – From the drop down menu, you may select “internet” 

or “none-selected” as default. 

o Registration Source – From the drop down menu, select the indicated 

source of individuals’ registration. 

o Heard about Site – Select where the individual heard about the site. 

o Type of Age – Select the age of the individual at registration or their 

current age. 

o Gender – You may select to filter your report by the specific gender or 

select “none-selected” to include all males and females. 

o Disability Status – Select the individuals’ disability status indicated at 

their registration. 

o Race & Ethnicity – Select the race and ethnicity of the individuals of 

interest. 

o Looking for Work – Select for individuals who are or are not looking for a 

job or leave “none-selected” by default to include all. 

o Resume Status – Select the resume status from the drop down menu. 

o Migrant and Seasonal Farm Worker – Select the MSFW status from the 

drop down menu if the individuals are Migrant and Seasonal Farm 

Workers. 

o Working in Agricultural ONET Occupation – Select yes, no, 

information not provided, or none-selected. 

o Scan Card Assignment – From the drop down menu, select the scan 

card assignment or “none-selected” by default. 

o Served in the Military – Select “yes” if the individual served in military, 

“no” if the individual did not serve in the military, or “none-selected” if 

there is no need to filter out for that category. 

o Veteran Type – From the drop down menu, select the veteran status. 

o Transitioning Service Member – Select yes, no, or none-selected. 

o Military Spouse/Dependent – Select yes, no, or none-selected. 

o Spouse or Widow of Veteran – Select yes, no, or none-selected. 

o Discharge Status – From the drop down menu, select the discharge 

status of the veteran. 

o Date Filter – From the drop down menu, select the filter for the date 

range. 

o Date Range – Select the date range from the drop down menu or by 

typing it in the “From” and “To” fields. 
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b) For the Registered Employer category, you may select from any of the 

following filters for your report. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 

o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – This allows you to select the office of your interest.  

This option will not be available (grayed out) if no specific Region/LWIA is 

selected. 

o Benefits Offered – From the drop down menu, select the benefits offered 

by the employer for the job. 

o Cookie Location – From the drop down menu, you may select “internet” 

or “none-selected” as default. 

o Type of Employer – From the drop down menu, select the employer type 

(i.e. Private, government, etc.). 

o Employer Status – Select active, inactive, or all. 

o Type of Registration – Select a specific type of registration for the 

employer or select “none-selected” to include all. 

o NAICS Industry – Click on “search for NAICS” code to select the 

industry by the NAICS code. 

o Federal Contractor Status – Select from yes, no, or none-selected. 

o Affirmative Action – Select from yes, no, or none-selected. 

o Date Filter – From the drop down menu, select the filter for the date 

range. 

o Date Range –Select the date range from the drop down menu or by 

typing it in the “From” and “To” fields. 

 

For the c) Job Order, d) Job Referral, and e) Job Opening categories, you 

may select from any of the following filters. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 
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o Office Status – Select Active, Inactive, or All. The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. 

o Office Location – This allows you to select the office of your interest.  

This option will not be available (grayed out) if no specific Region/LWIA is 

selected. 

o Staff Assigned Status – Select  Active, Inactive, or All. 

o Staff Assigned  - Select the name of the staff member 

o Category – Select the job order category from the drop down menu. 

o Special Category – From the drop down menu, select the special job 

order category such as summer youth, internship, etc. 

o Occupation – Click on “search for ONET” code to select the occupation 

by ONET code. 

o Entry Type – From the drop down menu, select the job order that was 

entered by the staff members or the employers. 

o Employer Job Order Status – Select the status of the job order 

indicated by the employer. 

o Staff Job Order Status – From the drop down menu, select the status of 

job order indicated by the staff member. 

o Time Type – Select the type of the job (i.e. full time, part time, etc.) 

o Featured Job – Select “yes,” “no” or “none-selected” for featured jobs. 

o Green Jobs - Select “yes,” “no” or “none-selected” for Green jobs. 

o Jobs Funded by the American Recovery and Reinvestment Act 

(ARRA) - Select “yes,” “no” or “none-selected” for jobs funded by 

ARRA. 

o Display Type – From the drop down menu, select the job order type (i.e. 

suppressed, unsuppressed, etc.). 

o Referral By – Select the job referral type from the drop down menu. 

o Employer Classification – Select the employer classification from the 

drop down menu. 

o Benefits Offered – From the drop down menu, select the benefits offered 

by the employer for the job. 

o Job Type – Select the job type (i.e. regular, temporary, seasonal, etc.). 

o Minimum Salary – From the drop down menu, select the specified range 

for the minimum salary. 

o Filter By Date – From the drop down menu, select how you want the 

date range to be filtered. 

o Date Range – Select the date range from the drop down menu or by 

typing it in the “From” and “To” fields. 

 

o After you select the filters for your report, click on the “Run Report” to generate 

the report outcome. 
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You have the option to export the report data to any of the following programs.  From 

the drop down menu at the top of the report page, you may select the program of 

your choice and click on “Export.”  

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

 

See the following example of the report outcome. 
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Trend Reports 

(Click here to return to the Table of Contents) 

 

The Trend reports provide data comparisons (increases or decreases) over specific time 

periods.  It provides totals, differences, and percent of change between current and the 

prior specified time period(s).  

To run these Trend reports: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Under “Summary Reports,” click on “Trend.”  You will have the following 

categories available to select from: 

 

 

Monthly 

o Registered Individual Monthly Comparison 

o Registered Individual Monthly Trend (Report output is displayed as chart) 

o Registered Employer Monthly Comparison 

o Registered Employer Monthly Trend (Report output is displayed as chart) 

o Job Openings Monthly Comparison 

o Job Openings Monthly Trend (Report output is displayed as chart) 

o Job Orders Monthly Comparison 

o Job Orders Monthly Trend (Report output is displayed as chart) 

o Job Referrals Monthly Comparison 

o Job Referrals Monthly Trend (Report output is displayed as chart) 

 

Quarterly 

o Registered Individual Quarterly Comparison 

o Registered Employer Quarterly Comparison 

o Job Referrals Quarterly Comparison 

o Job Orders Quarterly Comparison 

o Job Openings Quarterly Comparison 
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Yearly 

o Registered Individual Yearly Comparison 

o Registered Individual Yearly Trend (Report output is displayed as chart) 

o Registered Employer Yearly Comparison 

o Registered Employer Yearly Trend (Report output is displayed as chart) 

o Job Openings Yearly Comparison 

o Job Openings Yearly Trend (Report output is displayed as chart) 

o Job Orders Yearly Comparison 

o Job Orders Yearly Trend (Report output is displayed as chart) 

o Job Referrals Yearly Comparison 

o Job Referrals Yearly Trend (Report output is displayed as chart) 

 

Note: After you click on the category of your interest, a screen containing filters to 

be selected will be displayed.  

Filtering further is usually not necessary unless you want very specific 

information.Filters will allow you to narrow down the information on your report to 

the specifics that you want.   

 

For the Registered Individual (Monthly, Quarterly, or Yearly) category, you 

may select from any of the following filters for your report. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 

o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – This allows you to select the office of your interest.  

This option will not be available (grayed out) if no specific Region/LWIA is 

selected. 

o Web Access Location – From the drop down menu, make the selection 

for the web access. 

o Cookie Location – From the drop down menu, you may select “internet” 

or “none-selected” as default. 

o Registration Source – From the drop down menu, select the indicated 

source of individuals’ registration. 

o Heard about Site – Select where the individual heard about the site. 

o Type of Age – Select the age of the individual at registration or their 

current age of the individual. 

o Gender – You may select to filter your report by the specific gender or 

select “none-selected” to include all. 
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o Disability Status – Select the individual’s disability status indicated at 

their registration. 

o Race & Ethnicity – Select the race and ethnicity of the individual. 

o Educational Achievement – Select the level of education or choose 

“none-selected” to include all. 

o Current Unemployment Status – From the drop down menu, select the 

individual’s unemployment status or select “none-selected” to include all. 

o Looking for Work – Select for individuals who are or are not looking for a 

job or leave “none-selected” by default to include all. 

o Resume Status – Select the individual’s resume status from the drop 

down menu. 

o Migrant and Seasonal Farm Worker – Select the individual’s MSFW 

status from the drop down menu. 

o Working in Agricultural ONET Occupation – Select yes, no, 

information not provided, or none-selected. 

o Scan Card Assignment – From the drop down menu, select the scan 

card assignment or “none-selected” by default. 

o Served in the Military – Select yes, no, or none-selected. 

o Military, Veteran, or Spouse of Veteran – Select from yes, no, or none-

selected. 

o Veteran Type – From the drop down menu, select the individual’s 

veteran status. 

o Transitioning Service Member – Select yes, no, or none-selected. 

o Military Spouse/Dependent – Select yes, no, or none-selected. 

o Spouse or Widow of Veteran – Select yes, no, or none-selected. 

o Discharge Status – From the drop down menu, select the discharge 

status of the veteran. 

o Date Filter – From the drop down menu, select the filter for the date 

range. 

 

For the Registered Employer (Monthly, Quarterly, or Yearly) category, you 

may select from any of the following filters for your report. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 

o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – This allows you to select the office of your interest.  

This option will not be available (grayed out) if no specific Region/LWIA is 

selected. 
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o Benefits Offered – From the drop down menu, select the benefits offered 

by the employer for the job. 

o Cookie Location – From the drop down menu, you may select “internet” 

or “none-selected” as default. 

o Type of Employer – From the drop down menu, select the employer type 

(i.e. Private, government, etc.). 

o Employer Status – Select active, inactive, or all. 

o Type of Registration – Select a specific type of registration for the 

employer or select “none-selected” to include all. 

o NAIC Industry – Click on “search for NAICS” code to select the industry 

by the NAICS code. 

o Federal Contractor Status – Select from yes, no, or none-selected. 

o Affirmative Action – Select from yes, no, or none-selected. 

o Date Filter – From the drop down menu, select the filter for the date 

range. 

 

For the Job Order, Job Referral, and Job Opening categories (Monthly, 

Quarterly, or Yearly), you may select from any of the following filters. 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  Select “None Selected” if you want to include all 

the LWIAs. 

o Office Status – Select Active, Inactive, or All. The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. 

o Office Location – This allows you to select the office of your interest.  

This option will not be available (grayed out) if no specific Region/LWIA is 

selected. 

o Staff Assigned Status – Select Active, Inactive, or All. 

o Staff Assigned  - Select the name of the staff member 

o Category – Select the job order category from the drop down menu. 

o Special Category – From the drop down menu, select the special job 

order category such as summer youth, internship, etc. 

o Occupation – Click on “search for ONET” code to select the occupation 

by ONET code. 

o Entry Type – From the drop down menu, select the job order that was 

entered by the staff members or the employers. 

o Employer Job Order Status – Select the status of the job order 

indicated by the employer. 

o Staff Job Order Status – From the drop down menu, select the status of 

job order indicated by the staff member. 
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o Time Type – Select the time type of the job of interest (i.e. full time, part 

time, etc.) 

o Featured Job – Select yes/no or none-selected for featured jobs. 

o Green Jobs - Select yes/no or none-selected for Green jobs. 

o Jobs Funded by the American Recovery and Reinvestment Act 

(ARRA) - Select yes/no or none-selected for jobs funded by ARRA. 

o Display Type – From the drop down menu, select the job order type (i.e. 

suppressed, unsuppressed, etc.). 

o Referral By – Select the job referral type from the drop down menu. 

o Employer Classification – Select the employer classification from the 

drop down menu. 

o Benefits Offered – From the drop down menu, select the benefits offered 

by the employer for the job. 

o Job Type – Select the job type (i.e. regular, temporary, seasonal, etc.). 

o Minimum Salary – From the drop down menu, select the specified range 

for the minimum salary. 

o Filter By Date – From the drop down menu, select how you want the 

date range to be filtered. 

 

o After you select the filters for your report, click on the “Run Report” to generate 

the report. 

 

You have the option to export the report data to any of the following programs.  From 

the drop down menu at the top of the report page, you may select the program of 

your choice and click on “Export.”  

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’.        A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 

 TIFF – Tagged Image Format file is used for high quality graphics. 
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See the following example of the report outcome. 

 

Example of the Job Openings Monthly Comparison Report: 

 

 

 

 

 2012  2014 Current-Prior  2012  2013  2014 Current-Prior

354 1826 207.41% 160 466 3418 633.48%
1232 2952

756 2924% 21 21 71 238.1%
731 50

99 5079 1809.4% 167 255 1536 502.35%
4813 1281

121 3455 96.53% 198 619 1809 192.25%
1697 1190

74 1630 127.02% 220 950 7545 694.21%
912 6595

24 3210 1957.69% 89 27 1659 6044.44%
3054 1632

99 100.00% 110 100.00%
99 110

10 477 835.29% 39 28 287 925%
426 259

City of San Bernardino, Employment and Training Ag 51

City of Oakland Community and Economic Development 156

City of Richmond Employment and Training

City of Long Beach, Department of Community Develo 1758

City of Los Angeles 718

Carson/Lomita/Torrance Consortium 25

City of Anaheim Workforce Development Division 266

 2013

Alameda County Workforce Investment Board 594

Total Job Openings Monthly Comparison Trend Report

 - State=CA

 - FilterDate=Create Date

Region Lwia January February

 2012  2013 Current-Prior  2012  2013 Current-Prior

129 711 451.16% 483 1939 301.45%
582 1456

122 58 -52.46% 308 100.00%
(64) 308

1374 272 -80.2% 492 4363 786.79%
(1102) 3871

300 405 35% 78 1680 2053.85%
105 1602

357 1317 268.91% 374 2158 477.01%
960 1784

27 182 574.07% 18 13188 73166.67%
155 13170

3 10 233.33% 34 100.00%
7 34

6 87 1350% 59 309 423.73%
81 250

City of San Bernardino, Employment and Training Ag

City of Oakland Community and Economic Development

City of Richmond Employment and Training

City of Long Beach, Department of Community Develo

City of Los Angeles

Carson/Lomita/Torrance Consortium

City of Anaheim Workforce Development Division

Alameda County Workforce Investment Board

AprilRegion Lwia March

 2012  2013 Current-Prior  2012  2013 Current-Prior

159 1512 850.94% 297 640 115.49%
1353 343

20 558 2690% 4 29 625%
538 25

137 1595 1064.23% 206 4674 2168.93%
1458 4468

277 1431 416.61% 353 1154 226.91%
1154 801

524 1001 91.03% 467 1484 217.77%
477 1017

46 3661 7858.7% 41 2912 7002.44%
3615 2871

5 45 800% 5 9 80%
40 4

150 709 372.67% 56 233 316.07%
559 177

City of San Bernardino, Employment and Training Ag

City of Oakland Community and Economic Development

City of Richmond Employment and Training

City of Long Beach, Department of Community Develo

City of Los Angeles

Carson/Lomita/Torrance Consortium

City of Anaheim Workforce Development Division

Alameda County Workforce Investment Board

May JuneRegion Lwia
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Master Summary Reports 

(Click here to return to the Table of Content) 

 

These reports provide a statistical summary of various topic totals (i.e. total number of 

registered individuals, total number of individuals logged in, total number of services 

provided to individuals, etc.) for a defined time period and location.  The following three 

Master Summary reports are available.  

1. Master Summary 

2. Master Summary by LWIA 

3. Master Summary by Office 

1. Master Summary:  

This report provides a summary of total statistics associated with LWIA(s) and/or 

Office(s) for a specified period of time.  The report shows aggregated totals that are 

not separated specifically by each LWIA(s) and/or Office(s). 

 

To run this report: 

 

Option 1:  If you have full system access and, 

 

a. If you want to generate a report on statistical totals associated with all the 

LWIAs: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary” 

 Select “None Selected” for the LWIA/Region from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report F for an 

example of this report. 

       

b. If you want to generate a report on the statistical totals for a specific LWIA: 
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 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary” 

 Select the LWIA/Region of your interest from the drop down menu 

 Select “None Selected” for the Office Location 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report G for an 

example of this report. 

 

c. If you want to generate a report on the statistical totals for a specific office 

within a LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary ” 

 Select the LWIA/Region of your interest from the drop down menu 

 Select the Office of your interest from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

 

Option 2:  If your privileges grant limited system access and, 

 

a. If you want to generate a report on statistical totals for that LWIA: 

• Log into the system.  Once logged in, use the left hand navigation 
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• Under “Reports,” click on “Summary Reports” 

• Click on “Master Summary” 

• Click on “Master Summary” 

• The LWIA/Region that you have access to should already be             

highlighted/selected. 

• Select “None Selected” from the drop down menu for the office location 

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

 

b. If you want to generate a report on statistical totals for a specific office: 

• Log into the system.  Once logged in, use the left hand navigation 

• Under “Reports,” click on “Summary Reports” 

• Click on “Master Summary” 

• Click on “Master Summary” 

• The LWIA/Region that you have access to should already be             

highlighted/selected. 

• Select the office of your interest from the drop down menu for the office 

location 

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

 

 

2. Master Summary by LWIA: 

This report shows the statistical totals listed by all or a specified LWIA; however, it will 

not display the totals separately for each office within the LWIA.   
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To run this report: 

 

Option 1:  If you have full system access and, 

 

a. If you want to generate a report of statistical totals associated with all the 

LWIAs/regions: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by LWIA” 

 Select “None Selected” for Region/LWIA 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date by either manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to generate the report. See the attached Report A   

for an example of this report. 

 

 

b. If you want to generate a report of statistical totals associated with a 

specific LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by LWIA” 

 Select the LWIA of your interest from the drop down menu 

 Select “None Selected” for the Office Location from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See the attached Report B for 

an example of this report. 
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Option 2:  If your privileges grant you a limited system access for a specific LWIA, 

and you want to generate a report on statistical totals associated with that LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

• Click on “Master Summary by LWIA” 

• The LWIA you have access to should already be highlighted and selected 

• Select “None Selected” for the Office Location   

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report. See the attached Report B for an 

example of this report. 

 

3. Master Summary by Office:  

This report shows statistical totals associated with offices or a specific office within 

LWIA(s) during a specified period of time. 

 

To run this report: 

 

Option 1:  If you have full system access, and  

 

a. If you want to generate a report on statistical totals associated with the all 

offices within all the LWIAs: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by Office” 

 Select “None Selected” for Region/LWIA  

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 



23 

 

 Click on “Run Report” to generate the report.  See attached Report C for 

an example of this report. 

 

b.  If you want to generate a report on statistical totals associated with all the 

offices within a specific LWIA: 

 Log into the system. Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by Office” 

 From the drop down menu, select the LWIA of your interest 

 From the drop down menu, select “None Selected” for the Office Location 

 Select a Date Range from the drop or enter a specific “From” and “To” 

date either by manually typing it or by clicking on the calendar icon 

 Click on “Run Report” to run the report.  See attached Report D for an 

example of this report. 

 

c. If you want to generate a report on statistical totals associated with a 

specific office within a specific LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by Office” 

 From the drop down menu, select the LWIA of your interest 

 From the drop down menu, select the office of your interest 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to generate the report. See the attached Report E 

for an example of this report. 
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Option 2:  

a. If your privileges grant limited system access, and you want to generate a             

report on statistical totals associated with a specific office within a LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Master Summary by Office” 

 The LWIA you have access to should already be highlighted/selected 

 Select the office of your interest from the drop down menu or select “None 

Selected” if you want to include all the offices within that LWIA. 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report E for an 

example of this report. 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Report A:   Master Summary Report by LWIA 
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Report B:  Master Summary Report by Specific LWIA 
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Report C:  Master Summary Report by Office 
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Report D:  Master Summary Report by Office 
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Report E:  Master Summary Report by Office 
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Report F:  Master Summary report 
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Report G:  Master Summary Report  
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Report H:  Master Summary Report  
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Staff Activity Summary Report 

(Click here to return to the Table of Contents) 

 

This report shows the activities/services provided by the staff members during a 

specified period of time.   

 

To run this report: 

 Log into the system. Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Staff Activity Summary.”  You will get the following screen which will 

allow you to filter this report by any of the below listed categories: 

o LWIA/Region 

o Office Location  

o Staff 

o Program  

o Date 
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o Select the LWIA(s) of your interest from the drop down menu for LWIA/Region.  

To select more than one LWIA, hold the “Ctrl” key down while clicking on the 

LWIAs of your interest.  Select “None Selected” if you want to include all the 

LWIAs. 

o Select the office(s) of your interest, from the drop down menu for Office Location. 

To select more than one office, hold the “Ctrl” key down while clicking on the 

offices of your interest. Select “None Selected” if you want to include all the 

offices. 

o Select the staff member of your interest form the drop down menu. Select “None 

Selected” if you want to include all the staff. 

o Select “Records Only” if you want the report to include ONLY the staff members 

who have performed an activity.  Otherwise, click to select “All Staff” to include 

all the staff members regardless of activity. 

o Select the program of your interest from the drop down menu.  Select “None 

Selected” if you want the report to include activities for all the programs. 

o Select a Date Range from the drop down menu or enter a specific “From” and 

“To” date either by manually typing it or by clicking on the calendar icon. 

o Click on “Run Report” to run the report.  Below is an example of this report. 

 

 

Staff Activity Summary Report 
  

- Region/LWIA: Humboldt County Community Development Services 
- Office: 13400 REDWOOD EMPIRE Eureka/Crescent City 
- Staff Results: Records Only 
- Date range: 7/23/2013 - 7/29/2013 

  

 

Staff 
Individuals 
Registered 

Employers 
Registered 

Resumes 
Created 

Job Orders 
Created 

Internal Job 
Referrals 

External Job 
Referrals 

Gallant, Shannon 
(20058093)  

      

1 
    

Lockwood, Shannon 
(20058095)  

    

2 9 
    

Marley, George 
(20058054)  

      

2 
    

Prud''homme, Alexis 
(20058035)  

    

2 
      

Weil, Robert 
(20058092)  

1 
  

1 
      

Total Rows: 5 1 0 5 12 0 0 
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Detail Master Summary Reports 

(Click here to return to the Table of Contents) 

 

The following 3 Detailed Master Summary Reports are available: 

1. Detailed Master Summary by LWIA 

2. Detailed Master Summary by Office 

3. Detailed Master Summary 

 

1. Detailed Master Summary by LWIA: 

This report shows all the services provided by all or a specified LWIA; however, it will not 

display the services by each office within the LWIA.   

 

To run this report: 

 

Option 1:  If you have full system access and, 

 

c. If you want a report on all the services provided by all the LWIAs/regions: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detail Master Summary by LWIA” 

 Select “None Selected” for LWIA/Region 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date by either manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See the attached Report A for 

an example of this report. 

 

d. If you want a report on all the services provided by a specific LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 
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 Click on “Master Summary” 

 Click on “Detail Master Summary by LWIA” 

 Select the LWIA of your interest from the drop down menu 

 Select “None Selected” for the Office Location from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See the attached Report B for 

an example of this report. 

 

Option 2:  If you have a limited system access for a specific LWIA and, 

 

a. If you want a report on the services provided by the LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

• Click on “Detail Master Summary by LWIA” 

• The LWIA you have access to should already be highlighted and selected 

• Select “None Selected” for the Office Location   

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report. See the attached Report C for an 

example of this report. 

 

     2.  Detailed Master Summary by Office:  

This report shows all the services provided by a specific office or all the offices within 

LWIA(s) during a specified period of time. 

 

To run this report: 

 

Option 1:  If you have full system access and,  
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c. If you want a report on the services provided by all the offices in all the 

LWIAs: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detailed Master Summary by Office” 

 Select “None Selected” for LWIA/Region  

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to print the report.  Each listed office on the report 

is a link to the list of the distinct individuals receiving service in that office. 

See attached Report D for an example of this report. 

 

d.  If you want a report on the services provided by all the offices within a 

specific LWIA: 

 Log into the system. Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detailed Master Summary by Office” 

 From the drop down menu, select the LWIA of your interest 

 From the drop down menu, select “None Selected” for the Office Location 

 Select a Date Range from the drop or enter a specific “From” and “To” 

date either by manually typing it or by clicking on the calendar icon 

 Click on “Run Report” to run the report.  See attached Report E for an 

example of this report. 

 

e. If you want a report on the services provided by a specific office within a 

specific LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 
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 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detailed Master Summary by Office” 

 From the drop down menu, select the LWIA of your interest 

 From the drop down menu, select the office of your interest 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report. See the attached Report F for an 

example of this report. 

 

Option 2: If you limited system access and, 

 

a. If you want a report on the services provided by the specific office within a 

LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detailed Master Summary by Office” 

 The LWIA you have access to should already be highlighted/selected 

 Select the office of your interest from the drop down menu or select “None 

Selected” if you want to see the services provided by all the offices 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report G for an 

example of this report. 

 

      3. Detailed Master Summary:  



39 

 

This report summarizes the total number of all the services provided by LWIA(s) 

and/or Office(s) during a specified period of time.  The report shows the services in 

total and not separated specifically by each LWIA(s) and/or Office(s). 

 

To run this report: 

 

Option 1:  If you have full system access and, 

 

d. If you want a report on the total number of services provided by all the 

LWIAs: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detail Master Summary” 

 Select “None Selected” for the LWIA/Region from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

       

e. If you want a report on the total number of services provided by a specific 

LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detail Master Summary” 

 Select the LWIA/Region of your interest from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 
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f. If you want a report on the total number of services provided by a specific 

office within a LWIA: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Summary Reports” 

 Click on “Master Summary” 

 Click on “Detail Master Summary ” 

 Select the LWIA/Region of your interest from the drop down menu 

 Select the Office of your interest from the drop down menu 

 Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

 Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

 

Option 2:  If you have limited system access and, 

 

a. If you want a report on the total number of services provided by LWIA: 

• Log into the system.  Once logged in, use the left hand navigation 

• Under “Reports,” click on “Summary Reports” 

• Click on “Master Summary” 

• Click on “Detail Master Summary” 

• The LWIA/Region that you have access to should already be             

highlighted/selected. 

• Select “None Selected” from the drop down menu for the office location 

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 
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b. If you want a report on the total number of services provided by a specific 

office: 

• Log into the system.  Once logged in, use the left hand navigation 

• Under “Reports,” click on “Summary Reports” 

• Click on “Master Summary” 

• Click on “Detail Master Summary” 

• The LWIA/Region that you have access to should already be             

highlighted/selected. 

• Select the office of your interest from the drop down menu for the office 

location 

• Select a Date Range from the drop down menu or enter a specific “From” 

and “To” date either by manually typing it or by clicking on the calendar 

icon 

• Click on “Run Report” to run the report.  See attached Report H for an 

example of this report. 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Report A:   A couple snap shots of the Detail Master Summary Report by LWIA 
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Report B: 
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Report C:   
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Report D:  A couple snap shots of Detail Summary Report by Office 
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Report E:  
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Report F: 
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Report G:  A couple snap shots of the Detail Master Summary Report by Office 
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Report H: 
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Exited Cases Report 

(Click here to return to the Table of Contents) 

This report provides a list of individuals who have exited out of a specific federal 

program such as WIA, W-PA, or TAA. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on “Case Management.” 

 Under “Case Load” click on “Exited Cases.”  The screen below will be displayed 

with a list of filters that you can choose for your report. 

 

Below is a brief description of the available filters: 

o Program – Select the desired program from the drop down menu. 

o Customer Group – This is a subgroup for the “program.”  A program may or 

may not have subgroups.  When you select a program, you may find that no 

subgroups are available for the program of interest if the “Customer Group” 
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option is not available or grayed out.  However, if the option is available, then 

you may select the “Customer Group” of your choice from the drop down 

menu. 

o Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. 

o Region/LWIA – This allows you to select the Region/ LWIA of your interest.  

o AJCC Location Status – Active/ Inactive/ All. The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o AJCC Location – This allows you to select the office of your interest.  Choose 

“None Selected” from the drop down menu if you want to include all the 

offices within the selected Region/LWIA. 

o Case Assignment Level – You may select from the 5 listed options.  Choose 

“None-Selected” if you want to see all the exited cases. 

o Group Status – Active/Inactive/All. This option is available only when either 

the “Assigned Group” or the “Assigned Group & C.M.” is selected for the 

“Case Assignment Level.” 

o Case Manager Group – Select the group of your interest from the drop down 

menu. This option is available only when either the “Assigned Group” or the 

“Assigned Group & C.M.” is selected for the “Case Assignment Level.” 

o Case Manager Status – This option is available only when either the 

“Assigned C.M.” or the “Assigned Group & C.M.” is selected for the “Case 

Assignment Level.” 

o Assigned Case Manager – Select the case manager of your interest from the 

drop down menu. This option is available only when either the “Assigned 

C.M.” or the “Assigned Group & C.M.” is selected for the “Case 

Assignment Level.” If you want to run the report on your own case load only, 

click on the “Select Me” and your name will appear in the Assigned Case 

Manager field. 

o Exit Reason – Select the exit reason from the drop down menu.  “None 

selected” is the option that will allow you to include all exit reasons.  If you 

have a specific exit reason, select a different option from the drop down 

menu. 

o Date Range – Select the date range from the drop down menu or enter a 

“From” and “To” date by either manually typing it in the date field or by 

clicking on the calendar icon. 
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 After you select the appropriate filter(s), scroll down to the bottom of the page 

and click on “Run Report” to generate the report. 

 At the top of the report screen, you have the option to export this report to excel 

for further analysis.  From the drop down menu, select “Excel” and click on 

“Export.” 

Utilization of the Report 

One possible use of this report is to assist in following up on the exited cases.  Case 

Managers can use this report to ensure clients are captured on the Common 

Measures reporting. This process is demonstrated with the following series of screen 

shots.   

 

Exited Cases Report 

 

 
  

 

Name   
 

App   
 

State ID   
 

LWIA   
 

Program Name   
 

Case 
Manager 

  
 

Exit 
Date 

  
 

Exit 
Reason 

  
 

Workman, 
Steven

 

767222 689694399 San Diego Workforce 
Partnership, Inc.  

Wagner-Peyser 
(WP) Program 

David Patton 8/27/2012 Soft Exit 

Name App State ID LWIA Program Name Case 
Manager 

Exit Date Exit 
Reason 

Total Rows: 1 

The above report shows that the individual, Steven Workman, has soft exited the 

program on 08/27/2012. 

 

https://www.caljobs.ca.gov/staff/loginbycase.asp?username=21332566&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=21332566&UT=I
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 Click on the name of the individual.  The following profile screen for the 

individual will be displayed. 

 
 

 Click on the “Activities.” The following screen screen will be diplayed. 

 
 

 

 Click on the “Wage Information for Program Participant.”  You will see the 

following Wage information screen for the individual (Steven Workman). 
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 If the wage information indicates “Yes” for wages on the 1st quarter after exit 

for this individual, it means that this will be a positive count in the “Entered 

Employment Rate” for the 1st quarter.  The case manager can run the same 

report in the next two quarters to ensure the individual has maintained his 

employed status and is counted positive in the “Employment Retention 

Rate.”   

 

 If the wage information indicates “No” for wages on the 1st quarter after exit 

and the case manager’s completed closure states “Employed,” then the case 

manager should follow up with the job seeker to find out if he is still 

employed.  If the job seeker confirms that he is employed, the case manager 

can complete a supplemental form so that this measure can be counted as 

positive in the “Entered Employment Rate.” 

 If the wage information indicates “No” for wages on the 1st quarter after exit 

and the case manager’s closure does not indicate that the individual was 

employed, no follow up action is needed.  
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Application 

(Click here to return to the Table of Contents) 

 

This report provides a list of individuals in a federal program by the status (partial, 

closed, and full application but not enrolled) of their application.  This report can be used 

by the case managers as a follow up tool on partial applications or full applications with 

no enrollment in any programs. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on “Case Management.”   

 Under “Case Load” click on “Application.”  The following screen will be 

displayed with a list of filters that you can choose for your report. 
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It is not necessary to use all the filters.  Only use the filters to help narrow down 

the report outcome to the specific informtion that you want. For example, if you 

want to see only the completed, but not enrolled applications for the WIA 

program created by a specific staff member in the last 30 days, then you can 

choose to use the following filters for your report: 

 Program  

 Region/LWIA 

 Office Location  

 Assigned Staff 

 Date Range 

 

Available Filters: 

o Program 

o Customer Group 

o Region/LWIA Status 

o Region/LWIA 

o Office Location 

o Application Status 

o Group Status 

o Case Manager Group 

o Case Manager Status 

o Assigned Case Manager 

o Type 

o Staff Assigned Status 

o Staff Assigned 

o Dislocation Event 

o Filter By Date 

o Date Range 

 

 After you select the filters for your report, click on “Run Report” to generate the 

report. 

You have the option to export the report data to any of the following programs.  From 

the drop down menu at the top of the report page, you may select the program of 

your choice and click on “Export.”  

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel. 
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 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

 See the following example of this report: 

 

Case Management Reports - Application Report 
 

- LWIA/Region: County of Mendocino 
- Application Status: All 
- Filter By Date: Application Date 
- Date Range: 01/01/2014 - 01/31/2014 

 

 

17 - County of Mendocino  
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2371889
6

 

Adams, 
Matt 

447
8 

1277405
0 

(707
) 
785-
320
7 

343 White 
Tail The 
Sea 
Ranch, 
CA 95469 

mattman9731@gmail.c
om 

13425 
Redwoo
d Empire 
Workforc
e 
Services 

No 
Current 
Assignme
nt 

1/19/201
4 

   1/19/201
4 

FUL
L NE 

N N N N N 

2805084
1

 

Aguirre, 
Antonio 

170
1 

1279276
8 

(707
) 
279-
985
5 

PO Box 
1140 
Kelseyvill
e, CA 
95451 

 13425 
Redwoo
d Empire 
Workforc
e 
Services 

No 
Current 
Assignme
nt 

1/24/201
4 

  Glori
a 
Sosa 
Smit
h 

1/24/201
4 

FUL
L NE 

N N N N N 

2446316
3

 

Ales, Jill 021
3 

1279937
5 

(707
) 
489-
773
5 

3541 
LELAND 
LN Ukiah, 
CA 95482 

jill.ales@yahoo.com 13425 
Redwoo
d Empire 
Workforc
e 
Services 

No 
Current 
Assignme
nt 

1/27/201
4 

   1/27/201
4 

FUL
L NE 

N N N N N 

2256634
0

 

Alexande
r, George 

697
2 

1279780
0 

(707
) 
275-
931
4 

5305 Blue 
Lakes Rd. 
#27 
Upper 
Lake, CA 
95485 

 13425 
Redwoo
d Empire 
Workforc
e 
Services 

No 
Current 
Assignme
nt 

1/27/201
4 

  Glori
a 
Sosa 
Smit
h 

1/27/201
4 

FUL
L NE 

N N N N N 

2528639
0

 

Allen, 
Kenneth 

848
3 

1276879
0 

(707
) 
671-
521
5 

835 
Waugh Ln 
#2 Ukiah, 
CA 95482 

k.allen78@yahoo.com 13425 
Redwoo
d Empire 
Workforc
e 
Services 

No 
Current 
Assignme
nt 

1/16/201
4 

   1/16/201
4 

FUL
L NE 

N N N N N 

 

Please note the following definition of the acronyms on the report: 

A – Adult 

DW – Dislocated Worker 

YY – Young Youth 

OY – Older Youth 

SW – Statewide Worker 

https://www.caljobs.ca.gov/staff/loginbycase.asp?username=23718896&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=23718896&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=28050841&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=28050841&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=24463163&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=24463163&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=22566340&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=22566340&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=25286390&UT=I
https://www.caljobs.ca.gov/staff/loginbycase.asp?username=25286390&UT=I
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Projected End Dates 

(Click here to return to the Table of Contents) 

 

This report lists clients in federal programs by their projected end dates on activities or 

services. This report assists staff members with tracking projected end dates that are 

coming up. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Under “Case Management Report” click on “Case Management Report”    

 Then under “Case Load” click on “Projected End Dates” 

 

Available Filters: 

Program ─ Select the “Program” of your interest from the drop down menu.  

“None-Selected” option will include all the Customer Groups 

Customer Group ─ Select the Customer Group of your interest from the drop 

down menu.  “None-Selected” option will include all the Customer Groups. 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive status. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive status. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Provider Status ─  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 



60 

 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status. 

Provider ─ Select the provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers.  

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status.  

Case Manager Group  he Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive status. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

Days from Expiration ─ by default 30days from Expiration is selected but you can 

select the date range of your interest from the drop down menu. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.) 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 
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 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Case Closure Reportable 

Performance Indicators 

(Click here to return to the Table of Contents) 

 

This report provides a list of individuals in a federal program by reportable performance 

indicators.  The report outcome shows performance indicator information such as 

credential received, school status/ diploma, and employment placement information.  

The information is pulled from the case closure form completed by the case manager in 

an individual’s profile.  Please note these are probable values and not actual 

performance outcomes. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on “Case Management.” 

 Under “Case Load” click on “Case Closure Reportable Performance 

Indicators.”  The screen below will be displayed with a list of filters that you can 

choose for your report. 
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It is not necessary to use all the filters.  Only use the filters to help narrow down 

the report outcome to the specific informtion that you want. For example, if you 

want to see the case closures completed only by a specific case manager in a 

specified office for the Wagner-Peyser program in the last 30 days, then you can 

choose to use the following filters for your report: 

 Program  

 Region/LWIA 

 Office Location  

 Assigned Case Manager 

 Date Range 

 

Available Filters: 

o Report Type  

o Program 

o Customer Group 

o Region/LWIA Status 

o Region/LWIA 

o Office Status 

o Office Location 

o Group Status 

o Case Manager Group 

o Case Manager Status 

o Assigned Case Manager 

o Filter By Date 

o Date Range 

 

 After you select the filters for your report, click on “Run Report” to generate the 

report. 

 You have the option to export the report data to any of the following programs.  

From the drop down menu at the top of the report page, you may select the 

program of your choice and click on “Export.”  

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 
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 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

 

See an example of this report on the following page. 
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Case Management Reports 
Case Closure Reportable Performance Indicators - Detail Report 

 

- Report Type: Both - displays all closure types 
- LWIA/Region: Sacramento Employment and Training Agency 

- Filter By Date: Actual Case Closure 
- Date Range: 08/15/2013 - 02/10/2014 

 

 

* Indicates that column may be used for federal reporting when all countable criteria is met, please refer to your programs guidance 
on when data is countable for performance 

29 - Sacramento Employment and Training Agency  
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322702 815867411 Errol Barker 05911 Sacramento 
Employment 
Training Agency 
SETA 

       07/01/2013   09/27/2013 

8647541 790394872 Qwana S 
Metoyer 

99999 
Department of 
Labor Staff 

Armando 
Gabriel 

      10/07/2013   10/30/2013 

11726634 575448886 Jon G Jones 05900 
SACRAMENTO 
Woodland/Yolo 

       11/11/2013   10/21/2013 

11754430 1000029825 Denise T 
Collar 

05900 
SACRAMENTO 
Woodland/Yolo 

       11/06/2013   10/29/2013 

11869187 730446746 ANTHONY M 
MARCOS 

38000 Workforce 
Services Division 

Charles 
Carter 

      09/03/2013   08/23/2013 

11885748 1000084263 Robert 
Rivera 

38000 Workforce 
Services Division 

       11/13/2013   12/10/2013 

11894579 437424843 JOHN M 
PROCTOR 

05900 
SACRAMENTO 
Woodland/Yolo 

Dennis 
Pearson 

      06/05/2013   09/25/2013 

11991676 519453245 JESSE 
WILLARD 

05900 
SACRAMENTO 
Woodland/Yolo 

       11/15/2013   10/22/2013 

12198499 1000222511 Sharroll 
Smith 

05900 
SACRAMENTO 
Woodland/Yolo 

       09/23/2013   12/05/2013 

12266912 390827 VIOLETA S 
EDWARDS 

38000 Workforce 
Services Division 

Reynaldo 
Locquiao 

      10/15/2013   10/09/2013 

12540228 1000125449 Carl 
Boomgaarde
n 

05900 
SACRAMENTO 
Woodland/Yolo 

       09/16/2013   11/04/2013 

12645097 1000136942 Kristi 
Wilkerson 

05900 
SACRAMENTO 
Woodland/Yolo 

       08/15/2013   12/05/2013 

Total Applications: 12 
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Assigned Case Load Report 

(Click here to return to the Table of Contents) 

 

This report provides a list of clients organized by assigned case manager.  This report 

deals with caseloads that are opened, closed, or in follow up. 

Please note that the data produced by this report will not match the data produced by 

the View Case Load report in the Mange Case Assignment section since this report is 

produced for a specified date range; whereas, the View Case Load does not have a 

specific time span. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on the “Case Management.” 

 Under “Case Load” click on “Assigned Case Load.”  The screen below will be 

displayed with a list of filters that you can choose for your report. 

 

Please note that filtering further is usually not necessary unless you want very specific 

information.  For example, if you want to see only the cases for which the 1st quarter 

after exit follow up have been completed, then you can filter your report by: 
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o Follow up Type:  1st Quarter after Exit 

o Record Status:  Complete 

 

The following is a list of all the available filters: 

o Report Type – Select the type of report from the drop down menu.  

o Program – Select the program of your choice from the drop down menu. 

o Customer Group – This is a sub-group for the program field.  This field is 

will not be available or be grayed out if the selected program does not have 

an assigned sub-group.  For example, if “Wagner-Peyser (W-PA)” program 

is used, the “customer group” will be grayed out.  However, if the “Workforce 

Investment Act (WIA)” is selected for the “program,” then the “Customer 

Group” field will be populated with options to select from. 

o Partner Program Status – Active/Inactive/All.   

o Partner Program – These are programs that may be available to individuals 

in addition to the programs such as WIA, WP, etc. offered by the federal 

government.  Select the appropriate program.  

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Region/LWIA – This allows you to select the Region/ LWIA of your interest 

o AJCC Location Status – Active/ Inactive/ All. The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. 

o AJCC Location – Allows you to select the office location of your interest 

o Month Record Due – Select the appropriate month. 

o Year Record Due – Select the appropriate year. 

o Follow Up Type – Select the type of the follow up from the drop down 

menu. 

o Record Status – Select the status of the case from the drop down. 

o Case Assignment Level – Select the option of your choice by clicking on 

the bubble next to it. 
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o Group Status – Active/Inactive/All. This filter is not available (grayed out) 

unless under the “Case Assignment Level” either the option of “Assigned 

C.M” or “Assigned Group & C.M.” is selected. 

o Case Manager Group –This filter is not available (grayed out) unless under 

the “Case Assignment Level” either the option of “Assigned Group” or 

“Assigned Group & C.M.” is selected. If either of these options has been 

chosen, simply select the Case Manager Group of your choice from the drop 

down menu. 

o Case Manager Status - Active/Inactive/All – This filter is not available 

(grayed out) unless under the “Case Assignment Level” either the option of 

“Assigned C.M” or “Assigned Group & C.M.” is selected. 

o Assigned Case Manager – This filter is not available (grayed out) unless 

under the “Case Assignment Level” either the option of “Assigned C.M.” or 

“Assigned Group & C.M.” is selected. If either of these options has been 

chosen, simply select the Case Manager Group of your choice from the drop 

down menu. If you want to run the report on your own case load, click on 

“select me” and the field will be populated by your name. 

o Exit Office Status – Active/Inactive/All.   

o Exit Office – Select the exit office from the drop down menu. 

o Filter By Date – Select the appropriate option from the drop down menu. 

o Date Range – Select a date range from the drop down menu or enter a 

specific “From” and “To” date either by typing it or clicking on the calendar 

icon. 

 After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  A printout example of this report is shown on the last page.   

 At the top of the report screen, you have the option to export this report to excel 

for further analysis.  From the drop down menu, select “Excel” and click on 

“Export.” 

See an example of this report on the following page. 
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Example of Assigned Case Load Report: 

           

 
 

 

 

 

 

 

 

 

 



70 

 

Projected Begin Dates 

(Click here to return to the Table of Contents) 

 

This report lists clients in federal programs by their projected begin dates on activities or 

services. This report assists staff members with tracking projected begin dates that are 

coming up, much like the Projected End Date Report. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Under “Case Management Report” click on “Case Management Report”    

 Then under “Case Load” click on “Projected Begin Dates” 

Available Filters: 

Program ─ Select the “Program” of your interest from the drop down menu.  

“None-Selected” option will include all the Customer Groups 

Customer Group ─ Select the Customer Group of your interest from the drop 

down menu.  “None-Selected” option will include all the Customer Groups. 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive status. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Status –  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Provider Status ─  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 
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closure of a particular office in a region. “All” will include both the Active and 

Inactive status 

Provider ─ Select the provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers.  

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status.  

Case Manager Group  

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive status. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

Days from Expiration ─ by default 30days from Expiration is selected but you can 

select the date range of your interest from the drop down menu. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen.  

 

Clicking on a blue hyperlink generates individual data reports based on the 

category selected also can be exported and saved. (Please note that blue 

hyperlinks do not work if report has been exported or saved). 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.” A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 
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 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Soon to Exit Cases Report 

(Click here to return to the Table of Contents) 

 

This report shows a list of the enrolled individuals in federal programs who are soon to 

soft exit from the system.    

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Under the “Case Management Reports,” click on “Case Management” 

 Under “Case Load,” click on “Soon to Exit Cases.”  You will get the following 

screen which will allow you to filter your report by any of the below listed 

categories. 
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Available Filters: 

 

Report Type – This allows you to narrow down the list of the potential exiters to 

those who have 15 days or less, 30 days or less, 45 days or less, 60 days or 

less, 90 days or less before their soft exit from the system.  

 

Program – This allows you to select a program from Wagner-Peyser (W-PA), 

Workforce Investment Act (WIA), or Trade Adjustment Assistance (TAA). 

 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. 

 

Region/LWIA – This allows you to select the Region/ LWIA of your interest.  

 

AJCC Location Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. 

 

AJCC Location – This allows you to select the office of your interest.  This 

option will not be available (grayed out) if no specific Region/LWIA is selected. 

 

Case Manager – None Selected/ C.M. Group/ Assigned C.M.  Select the option 

of your choice. 

 

Case Manager Group – This option will not be available (grayed out) unless a 

specific Region/LWIA is chosen and the “C.M. Group” option under the “Case 

manager” filter is selected.  If you have selected a specific Region/LWIA and 

selected the “C.M. Group,” then the drop down menu for this filter will be 

populated with options and you may simply select the Case Manager Group of 

your choice from the drop down menu. 

 

Assigned Case Manager – This option will not be available (grayed out) unless 

a specific Region/LWIA is chosen and the “Assigned C.M” option under the 

“Case Manager” filter is marked.  If you have selected a specific Region/LWIA 

and selected the “Assigned C.M .,” then the drop down menu for this filter will be 

populated with options and you may simply select the Assigned Case Manager  

of your choice from the drop down menu. 
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 After you select the appropriate filters for your report, click on “Display Report” 

to generate the report.  A printout example of this report is shown on the last 

page.   

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate button at the bottom of the report screen:   

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and 

creating charts. 

 

 PDF – This will allow you to save your report in a format that is portable 

so you can share it electronically with others. 

 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated 

by a comma and is opened in Excel). 

 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character and is opened 

in Notepad. 

 

 Graph – This option is currently not available due to our system 

configuration through ITB.  To utilize graphs you would need to export to 

Excel and then develop the graphs in Excel.  

 

 Print – The print button at the bottom of the page is not available due to 

ITB System Configuration.  Use the print button on your toolbar to print. 

 

 

 

See an example of this report on the following page. 
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WP Soft Exit Predictive - Detail Report 
Case Management Reports - Soon to Exit Cases 

As of 07/24/2013 15 days or less 
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Total 
Rows: 
3  

                 

 

 Clicking on any of the hyperlinks (listed names) on the report will take you to the profile 

of that individual. 
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Active Enrollment 

(Click here to return to the Table of Contents) 

This report lists individuals in a selected federal program who are actively enrolled. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Under “Case Management Reports” click on “Case Management Report.”    

 Then under “Case Load” click on “Active Enrollment” 

Available Filters: 

Report Format ─ Group Format/ Column Format.  Select the outcome format of 

your interest. The “Group Format” status is selected by default and it should be 

left as is. 

Summary Information ─ Show entire state summary/ Show selected LWIA only/ 

Do not show summary. Select the outcome summary of your interest. The “show 

entire state summary” is selected by default and it should be left as is. 

Program ─ Select the “Program” of your interest from the drop down menu.  

“None-Selected” option will include all the Customer Groups 

Customer Group ─ Select the Customer Group of your interest from the drop 

down menu.  “None-Selected” option will include all the Customer Groups. 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive status 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 
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within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Provider Status ─  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status. 

Provider ─ Select the provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers.  

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status.  

Case Manager Group   Select  the Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive status. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  
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 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 

See an example of this report on the following page. 
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Case Closure Employment 

(Click here to return to the Table of Content) 

 

This report provides a list of individuals in a federal program whose cases were closed 

with an employment indicator.  The information is pulled from the case closure form 

completed by the case manager in an individual’s profile. This is not counted towards 

common performance entered employment rate, but the information will be pre-

populated on the follow up form. (Supplemental data will be collected when follow up is 

completed.) 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on “Case Management.”   

 Under “Case Load” click on “Case Closure Employment.”  The following screen 

will be displayed with a list of filters that you can choose for your report. 

 
 

It is not necessary to use all the filters.  Only use the filters to help narrow down 

the report outcome to the specific information that you want.  For example, if you 

want to see all the closures done for the “employment” measure in a program 



82 

 

such as W-PA, WIA, TAA, etc. by a specific office within a specified period of 

time, then you can choose the following filters for your report: 

 Program 

 Region/LWIA 

 Office Location 

 Date Range 

Available Filters: 

o Report Type  

o Program 

o Customer Group 

o Region/LWIA Status 

o Region/LWIA 

o Office Status 

o Office Location 

o Group Status 

o Case Manager Group 

o Case Manager Status 

o Assigned Case Manager 

o Date Range 

 After you select the filters for your report, click on “Run Report” to generate 

the report. 

You have the option to export the report data to any of the following programs.  

From the drop down menu at the top of the report page, you may select the 

program of your choice and click on “Export.”  

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’  A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 

 TIFF – Tagged Image Format file is used for high quality graphics. 
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Case Management Reports 
Case Closure Employment - Detail Report 

 

- Report Type: Both - displays all closure types 
- LWIA/Region: Los Angeles County Department of Community, and Se 
- Date Range: 08/16/2013 - 02/11/2014 

 

 

13 - Los Angeles County Department of Community, and Se 

App 
#: 

990019 Close 
Date: 

10/11/2013 State 
ID: 

383628210 Name: Lawrence 
W. Jones Jr 

Case Manager: Charles Carter 
Closure Completed: 28768954  

Office: 10200 Antelope Valley 
WorkSource Center (WS) 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

MarketSource Alpharetta Vannessa 
Schuler  

714-369-
0662 

Product 
Demonstrater  

41901100  $15.00 40.0 10/1/2013  

App 
#: 

3173694 Close 
Date: 

8/28/2013 State 
ID: 

722448760 Name: Fuess Kurt Case Manager: Jerry Woods 
Closure Completed: 20158540  

Office: 18200 West Los Angeles 
Workforce Services 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

C.B. Richard Ellis El Segundo C.B. Richard 
Ellis  

310-636-
4900 

Financial 
Specialists  

13205100  $15.00 40.0 8/27/2013  

App 
#: 

5454366 Close 
Date: 

8/20/2013 State 
ID: 

768437913 Name: Marie T. 
Antonio-
tanner 

Case Manager: Jerry Woods 
Closure Completed: 20158540  

Office: 18200 West Los Angeles 
Workforce Services 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

Ultimate Staffing Services Woodland Hills Ultimate 
Staffing  

818-347-
3355 

Human 
Resources  

13107100  $15.00 40.0 7/22/2013  

App 
#: 

6977334 Close 
Date: 

9/12/2013 State 
ID: 

520430589 Name: Raymond R. 
Martinez 

Case Manager:  
Closure Completed: 20666257  

Office: 12280 Hub Cities 
WorkSource Ctr EDD/WS 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

Grand Pacific Building SVC Inc Alta Loma Jane 
Leonard  

909-466-
0800 

Project Manager  11919900  $20.00 40.0 9/2/2013  

App 
#: 

7341461 Close 
Date: 

8/16/2013 State 
ID: 

109429010 Name: Lawrence G. 
Lacaille 

Case Manager: Leandro Macias 
Closure Completed: 20593748  

Office: 01100 Canoga Park/West 
Hills WorkSource Ctr (JS) 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

USD Veterans Affairs North Hills Mr. Francis 
Schmidt  

818-895-
9402 

Facilities 
Maintenance 
Support  

49904200  $9.00 40.0 7/30/2013  

App 
#: 

10061814 Close 
Date: 

9/17/2013 State 
ID: 

674384539 Name: Erik B. 
Gomez 

Case Manager: Clinton Carver 
Closure Completed: 20546661  

Office: 00100 San Gabriel 
Valley/West Covina WS 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

ACME Clean Air Rodondo Beach Ozzy DeLa 
Cruz  

310-818-
1860 

Mold 
Remediation  

51407200  $11.00 40.0 7/25/2013  

App 
#: 

10332342 Close 
Date: 

11/21/2013 State 
ID: 

514382516 Name: Gabriel 
Jimenez 

Case Manager: Jordan Ton-that 
Closure Completed: 20565138  

Office: 00145 LA Works/Irwindale 
WS 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

Ormco Corp Glendora Bimal Shah  909-596-
0100 

Electronic 
Assembler  

51202200  $17.00 40.0 11/25/2013  

App 
#: 

11743495 Close 
Date: 

10/22/2013 State 
ID: 

1000027796 Name: Duane 
Moore 

Case Manager: Charles Carter 
Closure Completed: 28768954  

Office: 01430 Harbor AJCC JS 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

FedEx Ground Carson Ashley  310-538-
5781 

Package Handler  53706400  $15.00 40.0 10/11/2013  

App 
#: 

11763379 Close 
Date: 

10/8/2013 State 
ID: 

709393479 Name: David Beas Case Manager:  
Closure Completed: 20549761  

Office: 00100 San Gabriel 
Valley/West Covina WS 

Employer: City: Contact: Phone: Job Title: O*Net: Wage: Hours: Start Date: End 
Date: 

HD Warehouse Company City of Industry HR 
Department  

000-000-
0000 

Warehouse 
Associate  

43508103  $8.50 40.0 6/1/2013  

App 
#: 

11885433 Close 
Date: 

1/24/2014 State 
ID: 

1000084241 Name: Alan Radtke Case Manager: Clinton Carver 
Closure Completed: 20546661  

Office: 00100 San Gabriel 
Valley/West Covina WS 
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Active Cases Summary 

(Click here to return to the Table of Contents) 

 

This report provides a list of individuals with still active enrollments organized by region, 

office, and case manager. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” then 

 Under “Case Management Reports” Click on “Case Management.”    

 Then under “Case Load” and click on “Active Cases Summary” 

 

Available Filters: 

Report Type ─ LWIA/office location / LWIA/office location/Assigned Case 

Manager. Select the “Report Type” of your interest from the drop down menu. 

Program ─ Select the “Program” of your interest from the drop down menu.  

“None-Selected” option will include all the Customer Groups 

Customer Group ─ Select the Customer Group of your interest from the drop 

down menu.  “None-Selected” option will include all the Customer Groups. 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 



85 

 

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  

Case Manager Group   Select  the Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

Date Range─ By default Last 30 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen.  

 

Also, there are blue hyperlinks on the report.  Clicking on a blue hyperlink 

generates individual data reports based on the category selected. (Please note 

blue hyperlinks do not work if report has been exported or saved.) 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Case Notes 

(Click here to return to the Table of Contents) 

 

This report provides staff members with the ability to retrieve a case note(s) in the 

system that share a common phrase or word. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Case Management Reports,” click on “Case Management.”   

 Under “Case Load” click on “Case Notes.”  The following screen will be 

displayed with a list of filters that you can choose for your report. 
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It is not necessary to use all the filters.  Only use the filters to help narrow down the 

report outcome to the specific information that you want.  For example, if you want to 

see all the case notes for a specific office that has the word “follow up” as part of the 

Case Note Subject, then you can choose the following filters for your report: 

 Report Type:  select “includes” from the drop down menu 

 Case Note Subject: type the word “follow up” 

 Region/LWIA: Select the Region/LWIA  

 Office Location: Select the office  

 Date Range 

 

Available Filters: 

o Report Type  

o Case Note Subject 

o Region/LWIA Status 

o Region/LWIA 

o Office Status 

o Office Location 

o Case Manager Status 

o Assigned Case Manager 

o Date Range 

 

 After you select the filters for your report, click on “Run Report” to generate 

the report. 

 You have the option to export the report data to any of the following programs.  

From the drop down menu at the top of the report page, you may select the 

program of your choice and click on “Export.”  

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’.        A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 
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 TIFF – Tagged Image Format file is used for high quality graphics. 

See the following example of this report. 
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Ineligible Applications 

(Click here to return to the Table of Contents) 

 

This report tracks participants in the Wagner-Peyser program with ineligible applications. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Under “Case Management Reports,” click on “Case Management” 

 Under “Case Load Program Specific Only Wagner Peyser,” click on 

“Ineligible Applications.”  A screen with the following filters will be displayed to 

choose for your report: 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  To select more than one office, hold the “Ctrl” 

key down while clicking on the offices of your interest. Select “None 

Selected” if you want to include all the LWIAs. 

o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – Select the office(s) of your interest, from the drop down menu 

for Office Location. To select more than one office, hold the “Ctrl” key down while 

clicking on the offices of your interest. Select “None Selected” if you want to 

include all the offices. 

o Filter By Date – From the drop down menu, select the “Application 

Date” which is the date of the Wagner-Peyser application or the “Create 

Date” which is the date that the application was created in the system. 

 Date Range – Select a Date Range from the drop down menu or enter a 

specific “From” and “To” date either by manually typing it or by clicking on 

the calendar icon 

o After you select the filters for your report, click on the “Run Report” to generate 

the report outcome. 
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You will also have the option to export the report to any of the following programs. 

From the drop down menu at the top of the report page, you may select the program 

of your choice and click on “Export.”  

 

Also, there are blue hyperlinks on the report.  Clicking on a blue hyperlink generates 

individual data reports based on the category selected. (Please note blue hyperlinks 

do not work if report has been exported or saved.) 

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables,’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

 

See the following example of the report outcome. 
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 WP Entered Emp Self Service vs 

Staff Assisted 

(Click here to return to the Table of Contents) 

 

This report provides data on the total number of clients who entered employment 

through their own efforts in comparison to the clients who entered employment through 

the assistance of staff members. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Under “Case Management Reports,” click on “Case Management” 

 Under “Case Load Program Specific Only Wagner Peyser,” click on “WP 

Entered Emp Self Service vs Staff Assisted.”  The “Selection Criteria” screen 

will be displayed listing the following filters that you may choose from for your 

report: 

 

o Region/LWIA Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is. “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region.  

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  To select more than one office, hold the “Ctrl” 

key down while clicking on the offices of your interest.  

o Office Status – Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – Select the office(s) of your interest, from the drop down menu 

for Office Location. To select more than one office, hold the “Ctrl” key down while 

clicking on the offices of your interest. Select “None Selected” if you want to 

include all the offices within the selected LWIA(s). 

 Date Range – Select a Date Range from the drop down menu or enter a 

specific “From” and “To” date either by manually typing it or by clicking on 

the calendar icon.   

Note : The date range is based on the Federal Fiscal year. 
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o After you select the filters for your report, click on the “Run Report” to generate 

the report outcome. 

 

You have the option to export the report data to any of the following programs.  From 

the drop down menu at the top of the report page, you may select the program of 

your choice and click on “Export.”  

 

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’.  A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

See the following example of the report outcome. 
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Dislocated Worker Layoff Date 

(Click here to return to the Table of Contents) 

 

Lists individuals in the WIA Program by their dislocated worker layoff dates from the WIA 

application 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “Dislocated Worker Layoff Date” 

Available Filters: 

Partner Program Status   The “Active” status is selected by default and it should 

be left as is.  “Inactive” status is used in rare occasions such as the closure of a 

particular office in a region. “All” will include both the Active and Inactive 

statuses. 

Partner Program  the Partner Program of your interest from the drop 

down menu.  “None-Selected” option will include all the Partner Programs. 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is. “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

offices. 

Grant Status 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 
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closure of a particular office in a region. “All” will include both the Active and 

Inactive status. 

Grant Type 

Choose “None Selected” if you want to include all Grant Types. 

Available Grants  interest from the drop 

down menu. Choose “None Selected” if you want to include all reasons. 

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  

Case Manager Group  

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

Eligibility Contractor bility Contractor of your interest from the 

drop down menu. Choose “None Selected” if you want to include all Eligibility 

Contractors. 

Dislocation Event 

Event Search link to search appropriate dislocation event) 

Filter By Date  

Date Range 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen.  
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Also, there are blue hyperlinks on the report.  Clicking on a blue hyperlink 

generates individual data reports based on the category selected. (Please note 

blue hyperlinks do not work if report has been exported or saved.) 

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Youth Goal 

(Click here to return to the Table of Contents) 

 

This report provides a list of youth who do not have a goal or have goals about to expire.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “Youth Goal” 

Available Filters: 

Report Type 

“None Selected” is not an option.  

Partner Program Status  

be left as is.  “Inactive” status is used in rare occasions such as the closure of a 

particular office in a region. “All” will include both the Active and Inactive 

statuses. 

Partner Program 

down menu.  “None-Selected” option will include all the Partner Programs. 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu. “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is. “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected. Once a 

LWIA/Region is selected, this option will allow you to choose any office(s) within 

the selected LWIA.  Choose “None Selected” if you want to include all the 

offices. 
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Sort Agencies By  

select Code. Select to sort by Agency/Code of your interest. 

Available Agencies 

down menu. Choose “None Selected” if you want to include all Agencies/Codes. 

Grant Status ve” status is selected by default and 

it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status. 

Grant Type f your interest from the drop down menu. 

Choose “None Selected” if you want to include all Grant Types. 

Available Grants 

down menu. Choose “None Selected” if you want to include all Available Grants. 

Group Status Active” status is selected by default 

and it should be left as is. “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive status.  

Case Manager Group  

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  ve/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. (If option “Select Me” is clicked then you have 

assigned yourself)  

Days From Expiration he Expiration Date of your interest from the drop 

down menu. “None Selected” is not an option. 

Date Range –   By default Last 7 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen.  
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Also, there are blue hyperlinks on the report.  Clicking on a blue hyperlink 

generates individual data reports based on the category selected. (Please note 

blue hyperlinks do not work if report has been exported or saved.) 

 

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration. Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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WIA Youth 5% Enrollment 

Exceptions 

(Click here to return to the Table of Contents) 

 

This report provides information on WIA Youth 5% Enrollment Exceptions. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “WIA Youth 5% Enrollment Exceptions” 

 

Available Filters: 

Program 

and only option. 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is. “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected. Once a 

LWIA/Region is selected, this option will allow you to choose any office(s) within 

the selected LWIA.  Choose “None Selected” if you want to include all the 

offices. 

Group Status Active” status is selected by default 

and it should be left as is. “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  
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Case Manager Group  Select the Case Manager Group of your interest from the 

drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. (If option “Select Me” is clicked then you have 

assigned yourself) 

Program Year 

menu. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report. Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

  

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration. Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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WIA Follow Up  

(Details & Summary) 

(Click here to return to the Table of Contents) 

 

This report lists WIA individuals, the quarterly follow-up details, and whether they receive 

training or entered/retained employment during the quarter. 

To run this report: 

 Log into the system. Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “WIA Follow Up (Details & Summary)” 

Available Filters: 

Customer Group  

down menu.  “None-Selected” option will include all the Customer Groups. 

Partner Program 

down menu.  “None-Selected” option will include all the Partner Programs. 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

offices. 
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Sort Agencies By  lt Agency is selected or you can 

select Code. Select to sort by either Agency/Code of your interest. 

Available Agencies 

down menu. Choose “None Selected” if you want to include all Agencies/Codes. 

Month Record Due 

Choose “None Selected” if you want to include all Months in drop down menu. 

Year Record Due 

Choose “None Selected” if you want to include all Years in the drop down menu. 

Follow Up Type 

menu. Choose “None Selected” if you want to include all Follow Up Types. 

Record Status st from the drop down 

menu. “None Selected” is not an option 

Grant Status 

it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Grant Type 

Choose “None Selected” if you want to include all Grant Types. 

Available Grants e Grants of your interest from the drop 

down menu. Choose “None Selected” if you want to include all Available Grants. 

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  

Case Manager Group  Select the Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 
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Exit Office Status Active/ Inactive/ All. The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Exit Office 

down menu. Choose “None Selected” if you want to include all Exit Offices. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Customer Group 

(Click here to return to the Table of Contents) 

 

This report categorizes WIA individuals based on their associated customer group (high 

level funding stream.) 

To run this report: 

 Log into the system. Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “Customer Group” 

 

Available Filters: 

Customer Group 

down menu.  “None-Selected” option will include all the Customer Groups. 

Partner Program Status  

default and it should be left as is. “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Partner Program 

down menu. “None-Selected” option will include all the Partner Programs. 

Region/LWIA Status –  Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 
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within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Sort Agencies By 

select Code. Select to sort by Agency/Code of your interest. 

Available Agencies 

down menu. Choose “None Selected” if you want to include all Agencies/Codes. 

Grant Status 

and it should be left as is. “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Grant Type 

Choose “None Selected” if you want to include all Grant Types. 

Available Grants 

down menu. Choose “None Selected” if you want to include all Available Grants. 

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  

Case Manager Group  Select the Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is. “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. 

Filter By Date own menu. 

Date Range 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then “From” and “To” dates must be entered) 
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After you select the appropriate filters for your report, click on “Run Report” to 

generate the report. Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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WIA Online Characteristics 

(Click here to return to the Table of Contents) 

 

This report provides data search capabilities by using characteristics located on the 

various WIA participant forms.   

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Click on the “Case Management Report.”    

 Scroll down to “WIA” and click on “WIA On-Line Characteristics” 

 

Available Filters: 

Enrollment Status   Select the Enrollment Status of your interest from the drop 

down menu. By default Current, Open, Active, & Enrolled Applications is selected 

and is primarily used. 

Region/LWIA Status –  Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All. The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

offices. 

Customer Group 

down menu. Choose “None Selected” if you want to include all groups. 

Grant Type 

Choose “None Selected” if you want to include all Grant Types. 
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Available Grants 

down menu. Choose “None Selected” if you want to include all Available Grants. 

Enrollment Activity/Service Code:  

Service Code Status Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses.  

Activity/Service Code 

drop down menu. Choose “None Selected” if you want to include all 

Activity/service Codes. 

Enrollment Provider: 

Provider Status 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Provider Select the Provider of your interest from the drop down menu. “None 

Selected” is not an option.  

State Select the State of your interest from the drop down menu. 

County/Parish Select the County/Parish of your interest from the drop down 

menu. Choose “None Selected” if you want to include all County/Parish. 

Group Status Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses.  

Case Manager Group  Select the Case Manager Group of your interest from 

the drop down menu. Choose “None Selected” if you want to include all Case 

Manager Groups. 

Case Manager Status  

default and it should be left as is.  “Inactive” status is used in rare occasions such 

as the closure of a particular office in a region. “All” will include both the Active 

and Inactive statuses. 

Assigned Case Manager 

from the drop down menu. Choose “None Selected” if you want to include all 

Assigned Case Managers. (by selecting option “Select Me” assigns you) 
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Gender 

by default.  “Male” status is used when you identify as a Male. “Female” is used 

when you identify as a Female. Choose “None Selected” if you choose not to 

identify gender 

Disability Status 

menu. “None Selected” if you choose not to identify 

Selected Services Registration Status 

Status of your interest from the drop down menu. “None Selected” if you choose 

not to identify. 

Citizenship Status 

down menu. “None Selected” if you choose not to identify. 

Race 

Selected” if you choose not to identify. 

Hispanic 

Selected” if you choose not to identify. 

Age Range WIA; From: & To: need values 

Veteran Status 

menu. “None Selected” if you choose not to identify. 

Campaign Veteran None Selected/ Yes/ No. The “None Selected” status is 

selected by default. “Yes” status is used when identifying as Campaign Veteran. 

“No” status is used when identifying not a Campaign Veteran. “None Selected” if 

you choose not to identify. 

Disabled Veteran 

down menu. “None Selected” if you choose not to identify. 

Recently Separated Veteran None Selected/ Yes/ No. The “None Selected” 

status is selected by default. “Yes” status is used when identifying as yes. “No” 

status is used when identifying no. “None Selected” if you choose not to identify. 

Employment Status 

drop down menu. “None Selected” if you choose not to identify 

Received Notice of Layoff or Termination None Selected/ Yes/ No. The “None 

Selected” status is selected by default. “Yes” status is used when identifying as 

yes. “No” status is used when identifying no. “None Selected” if you choose not 

to identify 

Reason for Layoff 

Category Options 1-6 menu. “None of the above” if 1-6 does not apply. 
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Attended Rapid Response Group Orientation None Selected/ Yes/ No. The 

“None Selected” status is selected by default. “Yes” status is used when 

identifying as Attended Rapid Response Group Orientation. “No” status is used 

when identifying not Attended Rapid Response Group Orientation. “None 

Selected” if you choose not to identify 

Unemployment Compensation  Compensation of 

your interest from the drop down menu. “None Selected” if you choose not to 

identify 

Highest Grade Completed 

from the drop down menu. “None Selected” if you choose not to identify 

School Status 

menu. “None Selected” if you choose not to identify 

Youth who is High School or Less and is below school grade for age None 

Selected/ Yes/ No.  The “None Selected” status is selected by default. “Yes” 

status is used when identifying as Youth who is High School or Less and is below 

school grade for age. “No” status is used when identifying not Youth who is High 

School or Less and is below school grade for age. “None Selected” if you 

choose not to identify  

Youth Enrolled in Education leading to H.S. Diploma or GED Certificate 

None Selected/ Yes/ No.  The “None Selected” status is selected by default. 

“Yes” status is used when identifying as Youth Enrolled in Education leading to 

H.S. Diploma or GED Certificate. “No” status is used when identifying not Youth 

Enrolled in Education leading to H.S. Diploma or GED Certificate. “None 

Selected” if you choose not to identify 

Displaced Homemaker r interest from the drop 

down menu. “None Selected” if you choose not to identify 

Limited English None Selected” status is 

selected by default. “Yes” status is used when identifying as Limited English. 

“No” status is used when identifying not Limited English. “None Selected” if you 

choose not to identify  

Single Parent None Selected” status is selected 

by default. “Yes” status is used when identifying as Single Parent. “No” status is 

used when identifying not a Single Parent. “None Selected” if you choose not to 

identify 

Homeless None Selected” status is selected by 

default. “Yes” status is used when identifying as Homeless. “No” status is used 

when identifying not Homeless. “None Selected” if you choose not to identify  
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Runaway Youth None Selected” status is 

selected by default. “Yes” status is used when identifying as Runaway Youth. 

“No” status is used when identifying not a Runaway Youth. “None Selected” if 

you choose not to identify 

Offender None Selected” status is selected by 

default. “Yes” status is used when identifying as Offender. “No” status is used 

when identifying not an Offender. “None Selected” if you choose not to identify 

Pregnant/Parenting Youth 

status is selected by default. “Yes” status is used when identifying as 

Pregnant/Parenting Youth. “No” status is used when identifying not a 

Pregnant/Parenting Youth. “None Selected” if you choose not to identify 

Foster Care Youth 

selected by default. “Yes” status is used when identifying as Foster Care Youth. 

“No” status is used when identifying not Foster Care Youth. “None Selected” if 

you choose not to identify 

Basic Skills Deficient None Selected” status is 

selected by default. “Yes” status is used when identifying as Basic Skills 

Deficient. “No” status is used when identifying not Basic Skills Deficient. “None 

Selected” if you choose not to identify 

Out of school youth at time of application “None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Out of school youth at time of application. “No” status is used when identifying 

not Out of school youth at time of application. “None Selected” if you choose not 

to identify  

Youth requires additional assistance 

Selected” status is selected by default. “Yes” status is used when identifying as 

Youth requires additional assistance. “No” status is used when identifying not a 

Youth requires additional assistance. “None Selected” if you choose not to 

identify  

Youth Facing Serious Barriers to Employment 

“None Selected” status is selected by default. “Yes” status is used when 

identifying as Youth Facing Serious Barriers to Employment. “No” status is used 

when identifying not a Youth Facing Serious Barriers to Employment. “None 

Selected” if you choose not to identify  

Is Not Self Sufficient Per Local Policy 

Policy of your interest from the drop down menu. “None Selected” if you choose 

not to identify 
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Receiving TANF (Temporary Assistance to Needy Families) 

Yes/ No. The “None Selected” status is selected by default. “Yes” status is used 

when identifying as Receiving TANF. “No” status is used when identifying not 

Receiving TANF. “None Selected” if you choose not to identify 

Receiving SSI (Supplemental Security Income) 

“None Selected” status is selected by default. “Yes” status is used when 

identifying as Receiving SSI. “No” status is used when identifying not Receiving 

SSI. “None Selected” if you choose not to identify 

Receiving Refugee Cash Assistance None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Receiving Refugee Cash Assistance. “No” status is used when identifying not 

Receiving Refugee Cash Assistance “None Selected” if you choose not to 

identify 

Household Receiving Food Stamps None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Household Receiving Food Stamps. “No” status is used when identifying not 

Household Receiving Food Stamps. “None Selected” if you choose not to identify 

Publically Supported Foster Child None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Publically Supported Foster Child. “No” status is used when identifying not. 

Publically Supported Foster Child “None Selected” if you choose not to identify 

Qualifies as a Family of One / No.  The “None Selected” 

status is selected by default. “Yes” status is used when identifying as Qualifies as 

a Family of One. “No” status is used when identifying not Qualifies as a Family of 

One. “None Selected” if you choose not to identify 

Family Size  

Family Income  

Meets Low Income Definition None Selected” 

status is selected by default. “Yes” status is used when identifying as Meets Low 

Income Definition. “No” status is used when identifying not Meets Low Income 

Definition. “None Selected” if you choose not to identify 

LWIA Adult Priority for services in affect None 

Selected” status is selected by default. “Yes” status is used when identifying as 

LWIA Adult Priority for services in affect. “No” status is used when identifying not 

LWIA Adult Priority for services in affect. “None Selected” if you choose not to 

identify 
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Applicants meet the LWIA Adult priority for Services definition 

Yes/ No.  The “None Selected” status is selected by default. “Yes” status is used 

when identifying as Applicants meet the LWIA Adult priority for Services 

definition. “No” status is used when identifying not Applicants meet the LWIA 

Adult priority for Services definition. “None Selected” if you choose not to identify 

Adult None 

Selected” if you choose not to identify 

Dislocated Worker islocated Worker of your interest from the drop 

down menu. “None Selected” if you choose not to identify 

Older Youth 

“None Selected” if you choose not to identify 

Younger Youth  Younger Youth of your interest from the drop down 

menu. “None Selected” if you choose not to identify 

ARRA Adult 

“None Selected” if you choose not to identify 

ARRA Dislocated Worker 

from the drop down menu. “None Selected” if you choose not to identify 

ARRA Youth 

menu. “None Selected” if you choose not to identify 

ARRA Statewide Youth 

the drop down menu. “None Selected” if you choose not to identify 

Statewide Youth 

down menu. “None Selected” if you choose not to identify 

Statewide Displaced Homemaker- Adult 

the drop down menu. “None Selected” if you choose not to identify 

Statewide Incumbent Worker 

interest from the drop down menu. “None Selected” if you choose not to identify 

Statewide Other Adult 

the drop down menu. “None Selected” if you choose not to identify 

Statewide Rapid Response Additional Assistance the Statewide Rapid 

Response Additional Assistance of your interest from the drop down menu. 

“None Selected” if you choose not to identify 

Statewide Displaced Homemaker-Dislocated Worker 

Displaced Homemaker- Dislocated Worker of your interest from the drop down 

menu. “None Selected” if you choose not to identify 
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Statewide Other Dislocated Worker 

Worker of your interest from the drop down menu. “None Selected” if you 

choose not to identify 

Grant Type 

“None-Selected” option will include all the Grant Types. 

Available Grants 

down menu. “None-Selected” option will include all the Available Grants. 

School Status at Participation 

interest from the drop down menu. “None-Selected” option will include all the 

School Status at Participation. 

Employment Status at Participation 

Participation of your interest from the drop down menu. “None Selected” if you 

choose not to identify 

Unemployment Status at Participation 

Participation of your interest from the drop down menu. “None Selected” if you 

choose not to identify. 

Out of School Youth Status at Participation 

Status at Participation of your interest from the drop down menu. “None 

Selected” if you choose not to identify. 

School Status Recorded in Enrollment 

Enrollment of your interest from the drop down menu. “None Selected” if you 

choose not to identify. 

Youth Goal Type 

down menu. “None-Selected” option will include all the Youth Goal Types. 

Attainment of Goal 

down menu. “None-Selected” option will include all the Attainment of Goals. 

Assessment Category (ABE/ESL (Youth)) 

(ABE/ESL (Youth)) of your interest from the drop down menu.  “None-Selected” 

option will include all the Assessment Category (ABE/ESL (Youth)). 

Functional Area own 

menu. “None-Selected” option will include all the Functional Area. 

Test Type 

“None-Selected” option will include all the Test Types. 
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School Status at Case Closure tus Case Closure of your 

interest from the drop down menu. “None-Selected” option will include all School 

Status Case Closures. 

Youth Placement at Case Closure 

Closure of your interest from the drop down menu. “None-Selected” option will 

include all Youth Placement at Case Closures. 

Employed at Case Closure 

interest from the drop down menu. “None-Selected” option will include all 

Employed at Case Closures. 

Occupation of Employment 

interest from the drop down menu. “None-Selected” option will include all 

Occupation of Employment. 

Green Job None Selected” status is selected by 

default. “Yes” status is used when identifying as Green Job. “No” status is used 

when identifying not a Green Job. “None Selected” if you choose not to identify 

Non Traditional Employment None Selected” 

status is selected by default. “Yes” status is used when identifying as Non 

Traditional Employment. “No” status is used when identifying not Non Traditional 

Employment. “None Selected” if you choose not to identify. 

Training Related Employment 

interest from the drop down menu. “None-Selected” option will include all 

Training Related Employment. 

Receives Fringe Benefits None Selected” 

status is selected by default. “Yes” status is used when identifying as Receives 

Fringe Benefits. “No” status is used when identifying not Receives Fringe 

Benefits. “None Selected” if you choose not to identify. 

Unemployment Compensation None Selected” 

status is selected by default. “Yes” status is used when identifying as 

Unemployment Compensation. “No” status is used when identifying not 

Unemployment Compensation “None Selected” if you choose not to identify. 

Exit Reason terest from the drop down menu.  

“None-Selected” option will include all Exit Reasons. 

Youth Placement Retention (3rd qtr after exit) 

Retention of your interest from the drop down menu.  “None-Selected” option will 

include Youth Placement Retention. 

Employed First Quarter after Exit (supplemental data) 

The “None Selected” status is selected by default. “Yes” status is used when 



126 

 

identifying as Employed First Quarter after Exit (supplemental data). “No” status 

is used when identifying not Employed First Quarter after Exit (supplemental 

data). “None Selected” if you choose not to identify 

Employed Second Quarter after Exit (supplemental data) 

No. The “None Selected” status is selected by default. “Yes” status is used 

when identifying as Employed Second Quarter after Exit (supplemental data. 

“No” status is used when identifying not Employed Second Quarter after Exit 

(supplemental data. “None Selected” if you choose not to identify 

Employed Third Quarter after Exit (supplemental data) 

No. The “None Selected” status is selected by default. “Yes” status is used 

when identifying as Employed Third Quarter after Exit (supplemental data). “No” 

status is used when identifying not. Employed Third Quarter after Exit 

(supplemental data) “None Selected” if you choose not to identify 

Employed Fourth Quarter after Exit (supplemental data) 

No. The “None Selected” status is selected by default. “Yes” status is used 

when identifying as Employed Fourth Quarter after Exit (supplemental data). “No” 

status is used when identifying not Employed Fourth Quarter after Exit 

(supplemental data). “None Selected” if you choose not to identify 

Occupation f unknown or not available click “Search for 

ONET code) 

Green Job (any quarter after exit) None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Green Job (any quarter after exit). “No” status is used when identifying not Green 

Job (any quarter after exit). “None Selected” if you choose not to identify 

Non Traditional (any quarter after exit) None 

Selected” status is selected by default. “Yes” status is used when identifying as 

Non Traditional (any quarter after exit). “No” status is used when identifying not 

Non Traditional (any quarter after exit). “None Selected” if you choose not to 

identify 

Training Related Employment (any quarter after exit)  Selected/ Yes/ No.  

The “None Selected” status is selected by default. “Yes” status is used when 

identifying as Training Related Employment (any quarter after exit). “No” status is 

used when identifying not Training Related Employment (any quarter after exit). 

“None Selected” if you choose not to identify 

Credentials 

“None-Selected” option will include all Credentials. 
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Attained Diploma, GED or Certificate  or 

Certificate of your interest from the drop down menu.  “None-Selected” option 

will include all Attained Diploma, GED or Certificate. 

Employed First Quarter after Exit (wages or supplemental data) 

Selected/ Yes/ No. The “None Selected” status is selected by default. “Yes” 

status is used when identifying as Employed First Quarter after Exit (wages or 

supplemental data). “No” status is used when identifying not Employed First 

Quarter after Exit (wages or supplemental data) “None Selected” if you choose 

not to identify 

Employed Second Quarter after Exit (wages or supplemental data) 

Selected/ Yes/ No. The “None Selected” status is selected by default. “Yes” 

status is used when identifying as Employed Second Quarter after Exit (wages or 

supplemental data). “No” status is used when identifying not Employed Second 

Quarter after Exit (wages or supplemental data) “None Selected” if you choose 

not to identify 

Employed Third Quarter after Exit (wages or supplemental data) 

Selected/ Yes/ No. The “None Selected” status is selected by default. “Yes” 

status is used when identifying as Employed Third Quarter after Exit (wages or 

supplemental data). “No” status is used when identifying not Employed Third 

Quarter after Exit (wages or supplemental data). “None Selected” if you choose 

not to identify 

Employed Fourth Quarter after Exit (wages or supplemental data) 

Selected/ Yes/ No. The “None Selected” status is selected by default. “Yes” 

status is used when identifying as Employed Fourth Quarter after Exit (wages or 

supplemental data. “No” status is used when identifying not Employed Fourth 

Quarter after Exit (wages or supplemental data “None Selected” if you choose 

not to identify 

Employed in any of the four quarters after Exit (wages or supplemental data) 

None Selected/ Yes/ No. The “None Selected” status is selected by default. 

“Yes” status is used when identifying as Employed in any of the four quarters 

after Exit (wages or supplemental data). “No” status is used when identifying not 

Employed in any of the four quarters after Exit (wages or supplemental data). 

“None Selected” if you choose not to identify 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 
 
Note:  

A report with enormous filter options.  Based on the answer to the first filter, 

some options may change. 
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Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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TAA Waiver Review by Calendar 

(Click here to return to the Table of Contents) 

 

This report assists staff members in tracking the due date of a client’s 28-day waiver 

review. The report produces a calendar with numbers on specific days indicating that an 

individuals’ waiver review is due.   

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.”  

 Then, click on “Case Management Report.”    

 Scroll down to “Trade” and click on “TAA Waiver Review by Calendar” 

 

Available Filters: 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Case Manager Group Status - Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will include 

both the Active and Inactive statuses.  

Case Manager Group -Select the Case Manager Group of your interest from the 

drop down menu. Choose “None- Selected” if you want to include all case 

manager groups. 
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Assigned Case Manager - Select the Assigned Case Manager of your interest 

from the drop down menu. Choose “None- Selected” if you want to include all 

assigned case managers. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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TAA Incumbent Worker Report 

(Click here to return to the Table of Contents) 

 

This report allows staff to review workers enrolled in the TRADE program who are 

currently employed by a company with a TRADE petition facing threats of layoff at some 

point in the future.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.”  

 Then, click on “Case Management Report.”    

 Scroll down to “TRADE” and click on “TAA Incumbent Worker Report” 

 

Available Filters: 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status–  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Case Manager Group Status- Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will include 

both the Active and Inactive statuses.  

Case Manager Group - Select the Case Manager Group of your interest from the 

drop down menu. Choose “None- Selected” if you want to include all case 

manager groups. 



133 

 

Assigned Case Manager assigned case manager of your interest 

from the drop down menu. Choose “None- Selected” if you want to include all 

assigned case managers. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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TAA Enrolled individuals with 

Expired Work Authorizations 
(Click here to return to the Table of Contents) 

 

This report lists participants in the TRADE program with current work authorizations that 

are scheduled to expire.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.”  

 Then, click on the “Case Management Report.”   

 Next, scroll down to “Trade” and click on “TAA Enrolled individuals with 

Expired Work Authorizations.” 

Available Filters: 

USCIS (Alien Registration) “Expiration Days to Expire”─ Select the “Expiration 

Days to Expire” of your interest from the drop down menu.  “None-Selected” 

option will include all the Expiration Days to Expire. 

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the “Region/LWIA” of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no “Region/LWIA” is selected.  Once 

a “Region/LWIA” is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

office locations. 

Case Manager Group Status  Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in rare 
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occasions such as the closure of a particular office in a region. “All” will include 

both the Active and Inactive statuses. 

Case Manager Group   Case Manager Group” of your interest from 

the drop down menu. Choose “None-Selected” if you want to include all case 

manager groups. 

Assigned Case Manager Assigned Case Manager” of your interest 

from the drop down menu. Choose “None- Selected” if you want to include all 

assigned case manager. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Total Participants 

(Click here to return to the Table of Contents) 

 

This report lists participants in the WIA program based on the time period requested. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Total Participants.” 

 

Available Filters: 

Table Display  -By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

Date Range ─ Select the Quarter and Year of your interest from the drop down 

menu. 
(Please note quarters are based on fiscal year not calendar year) 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 
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Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None-Selected” in not an option. 

Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None- Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None- Selected” if you want to include all reasons. 

Provider - Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider - of your interest from the drop 

down menu. Choose “None- Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Total Exiters 

(Click here to return to the Table of Contents) 

 

This report lists participants in the WIA program and when they are scheduled to exit 

from the system.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Total Exiters.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

Date Range ─ Select the Quarter and Year of your interest from the drop down 

menu. 
(Please note quarters are based on fiscal year not calendar year) 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 
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Agency(ies)- Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 

Customer Group-Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider -Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant  Select the National Emergency Grant of your interest 

from the drop down menus, Status and Provider. Choose “None- Selected” if 

you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Youth Placement in Employment or 

Education 

(Click here to return to the Table of Contents) 

 

This report lists youth participants in the WIA program where employment or education 

placement information was recorded. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Youth Placement in Employment or 

Education.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can use manual date and 

insert your preferred date range. 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 
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Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 

Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

  

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Entered Employment Rate 

(Click here to return to the Table of Contents) 

 

This report provides a list of participants in the WIA Program and their entered 

employment status in the system. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Entered Employment Rate.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can use manual date and 

insert your preferred date range. 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Six-Month Employment 

Retention Rate 

(Click here to return to the Table of Contents) 

 

This report provides a list of participants in the WIA Program and their employment 

retention status. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Six Month Employment Retention 

Rate.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can use manual date and 

insert your preferred date range. 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Location Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 
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Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 

Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Literacy and Numeracy Gains 

(Click here to return to the Table of Contents) 

 

This report lists youth participants in the WIA Program who show literacy and numeracy 

gains. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Literacy & Numeracy Gains.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can use manual date and 

insert your preferred date range. 

Responsible Location: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group -Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider Status/Provider- Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Credential Rate 

(Click here to return to the Table of Contents) 

 

This report provides a list of participants in the WIA Program and tracks their credential 

progress and achievement. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Credential Rate.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

Responsible Location: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Location Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Six-Month Earning Increase 

Click here to return to the Table of Contents) 

 

This report tracks WIA participants’ earning increases over a six month time period once 

they have achieved employment and the information has been recorded in the system 

via base wage matching.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Six Month Earning Increase.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

Responsible Location: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) he Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider -Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Youth Attainment of Degree or 

Certificate  

(Click here to return to the Table of Contents) 

 

This report tracks youth participants in the WIA program who attained a degree or 

certification during their involvement in the program. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Youth Attainment of Degree or 

Certificate.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Responsible Location: 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Location Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 
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Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 

Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Youth Diploma/Equivalent Rate 

(Click here to return to the Table of Contents) 

 

This tracks youth participants in the WIA program who attained a degree or equivalency.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Youth Diploma/Equivalent Rate.” 

 

Available Filters: 

Table Display  - By default amount is 25 but you can tailor the rows to fit your 

needs 

Date Type - By default Quarterly is selected but you can manually insert your 

preferred date range. 

LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Responsible Location: 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Location Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group - Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menu, Status and NEG. Choose “None Selected” if 

you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Skill Attainment Rate 

(Click here to return to the Table of Contents) 

 

This report tracks participants in the WIA program who attained an IEP Goal, and all 

pertinent details related to the goal. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Click on the “Case Management Report.”   

 Scroll down to “Predictive” and click on “Skill Attainment Rate.” 

 

Available Filters: 

Table Display  -By default amount is 25 but you can tailor the rows to fit your 

needs. 

Date Type - By default Quarterly is selected but you can use manual date and 

insert your preferred date range. 

Responsible Locations: 

 LWIA/Region Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is used in 

rare occasions such as the closure of a particular office in a region. “All” 

will include both the Active and Inactive statuses. 

 Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  “None-Selected” option will include all the regions/LWIAs.   

 Office Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” will 

include both the Active and Inactive statuses. 

 Office Location – This option is grayed out if no Region/LWIA is 

selected.  Once a LWIA/Region is selected, this option will allow you to 

choose any office(s) within the selected LWIA.  Choose “None Selected” 

if you want to include all the offices. 

Agency(ies) - Select the Agency(ies) of your interest from the drop down menu. 

“None Selected” in not an option. 
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Customer Group  Select the Customer group of your interest from the drop down 

menu. Choose “None Selected” if you want to include all groups. 

Exit Reason - Select the exit reason of your interest from the drop down menu. 

Choose “None Selected” if you want to include all reasons. 

Provider - Status/Provider - Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. Select the Provider of your interest from the drop 

down menu. Choose “None Selected” if you want to include all providers. 

National Emergency Grant - Select the National Emergency Grant of your 

interest from the drop down menus, Status and NEG. Choose “None Selected” 

if you want to include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Staff Referrals Report 

(Click here to return to the Table of Contents) 

 

This report provides information on the referrals of the individuals made by staff 

members to providers.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under “Case Management Reports,” click on “Case Management.” 

 Under “Staff Referrals,” the following 4 categories for this report are available.   

 

Note:  The category you select will determine the output of the report. The following 

four categories of this report will share the same filters... 

 

a. List – Provides a list of all the individual names that were referred for 

different services.  The report lists the individual names & user ID, referral 

date, staff member name, provider name & contact name, the service to 

which the referral was made for, referral result status, and the referral 

type.  The individual user ID is a link to the individual profile. 

 

b. By Provider – Shows the referral information organized by the provider of 

the service.  The provider name is a link to a list showing the detailed 

information about the referral such as the individual name, referral date, 

provider contact name, etc. 

 

c. By Staff – Shows the referral information organized by the staff member 

who created the referral. The name of the staff member is a link to a list 

showing detailed information about the referral such as the individual 

name, referral date, provider name, etc. 

 

d. By Referral Type – Shows the referral information organized by the type 

of the referral it is.  The response is a link to the list showing the detailed 

information about the referral. 
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 As soon as you select the category of your choice by clicking on it, the following 

screen will be displayed allowing you to choose certain filters for your report. 

 

 
 

 The following list displays the available filters for this report that you may select 

from: 

 

Location Information 

o Region/LWIA – Select the LWIA of your interest from the drop down 

menu.  Use “None Selected” to include all the LWIAs. You do not have 

the option to select multiple LWIAs (“non-slected” for all or picking only 

one LWIA are the only options).  

o Office Location – Select the office of your interest from the drop down 

menu. “None Selected” can be used to include all the offices within the 

selected region/LWIA(s). Please note that this filter option is not available 

(grayed out) if no specific LWIA has been selected.  

Referral Criteria 

o Program – Select the program of your choice from the drop down menu.  

Select “non-selected” to include all the available programs. 

o Provider – Select the provider that you want to filter your report by from 

the drop down menu. 
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o Referral Status – Select the referral Status from the drop down menu. 

 

o Program Service – Select the service of your interest from the drop 

down menu. 

o Staff Status – Active/Inactive/All – “Active” staus comes up as a default.  

However, you may select a different option from the drop down menu. 

o Staff – Select the name of the staff that you want to filter your report by.  

You may select “Non-Selected” to include all staff. 

Date Selection Criteria 

o Set Date Range – Select a “From” and “To” date range either by typing it 

in the field or by clicking on the calendar icon. 

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Display Report” to generate the report.  You will also have the option to 

export the report to any of the following programs by clicking any of the following 

appropriate button at the bottom of the report screen:   

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma and is opened in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character and is opened in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not available due to ITB 

System Configuration.  Use the print button on your toolbar to print. 

 PDF – This will allow you to save your report in a format that is portable and 

can electronically be shared with others. 

 

See the following page for the examples of the Staff Referrals Report. 
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Staff Referrals Report 

Category:  By Staff 

Filters:  Program (WP), Date 

 
 

Staff Referrals Report 

Category:  By Provider 

Filters:  Date 

   

 
 

 



173 

 

Job Order Report 

(Click here to return to the Table of Contents) 

 

This report shows data and information pertaining to the Internal and External job orders.  

Internal job orders are those that are created either by the employers who have 

registered in the system or by a staff member representing the employer. External job 

orders are initially posted on job board such as Career Builder, Hotjobs, etc. and then 

are “spidered” into the system. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under “Employer Reports,” click on “Job Order.”  The screen below will be 

displayed with a list of categories and sub-categories that you can choose from 

to appear on the report.  There are four report categories:  

o Internal Reports:  These refer to the job orders created by the registered 

employers or by the staff member representing the employer. 

o Executive Reports:  These reports provide information and statistics on 

suppressed job orders.  

o External Reports:  These reports provide information related to the 

external or spidered job orders. 

o Summary Reports: These reports summarize statistics such as the 

number of top job positions by O*Net code and the number of top job 

positions by NAICS sectors. The information in summary reports applies 

to both the internal and external jobs orders. 
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Note that the sub-category you select will determine the output of the report.  For 

example,  if you select the “by O*Net Occupation Group” your report will show the 

total number of job orders, job openings, and job referrals listed by the Occupation 

Group (O*Net).  Below is a brief description of each available sub-category. 

       

      Sub-Categories for the Internal Job Order Report: 

 

Note:  The sub-categories with a “*” next to it are available for internal and 

external job order report. 

 

List* – Provides a list of all the job orders sorted by the job title and occupation 

O*Net code, the employer name and address, the job creation and closing date, 

the number of positions and applications, and the listed wage for the positions. 

 

By O*Net Occupation Group* – Lists the total number of job orders, the total 

number of job openings, and the total number of job referrals organized by the 

O*Net Occupational Group.  The Occupation is a link to the actual jobs. 

O*Net is a National Standard Occupational Classification System that classifies  

occupations based on the occupational characteristics such as knowledge, skills, 

abilities, task, general work activity, etc.  Occupations have assigned O*Net 

codes and groups.  All this information compiled in a database. 

 

By NAICS Industry Sector* – Lists the total number of job orders, the total 

number of  job openings, and the total number of job referrals by the NAICS 

industry sector code and sector title.  The industry title is a link to the actual jobs. 

NAICS is the North American Industry Classification System that classifies 

business establishments based on the activities in which they are primarily 

engaged.  Businesses have assigned NAICS code.   

 

By Job Type* – Lists the total number of job orders, the total number of job 

openings, and the total number of job referrals by the type of job (i.e. regular, 

seasonal, temporary, etc.).  The job type is a link to the actual jobs. 

 

By Employer Job Order Status – Lists the total number of job orders, the total 

number of job openings, and the total number of job referrals by the employer’s 

job order status (i.e. open, filled, no longer available, etc.). The employer job 

order status is a link to the actual jobs. 

 

By Staff Job Order Status – Lists the total number of job orders, the total number 

of job openings, and the total number of job referrals by the staff job order status 

(i.e. Closed by staff, employer filled position, expired, etc.). The job order status 

is a link to the actual jobs. 
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By Federal Contractor Status – Lists the total number of job orders, the total 

number of job openings, and the total number of job referrals by their federal 

contractor status (Yes/No). The status is a link to the actual job. 

 

By Court Order Status – Lists the total number of job orders, the total number of 

job openings, and the total number of job referrals by court order status (Yes/No).  

The yes/no response is a link to the actual job. 

 

By Enterprise Zone Status – Lists the total number of job orders, the total number 

of job openings, and the total number of job referrals based on the Yes/No 

response to the enterprise zone status question.  Responses are links to the 

actual jobs. 

 

By Region/LWIA* – Lists the total number of job orders, the total number of job 

openings, and the total number of job referrals by the workforce region/LWIA.  

The region is a link to the actual job order. 

 

By AJCC Location – Lists the total number of job orders, the total number of job 

openings, and the total number of job referrals by the AJCC location.  Office 

location is a link to the actual job. 

 

By Original Staff Entered – Lists the total number of job orders, the total number 

of  job openings, and the total number of job referrals by the staff member who 

assisted the employer to enter the job order into the system.  Staff member 

names are links to the actual jobs. 

 

By Last Display Date – Lists jobs based on their last display date in the system.  

The dates are links to the actual jobs. 

 

By Follow-up Date – Lists the total number of job orders, the total number of job 

openings, and the total number of job referrals by the follow-up date established 

by staff for job order review.  Dates are links to the actual jobs. 

 

By Release from Hold Date – lists total job orders, total job openings, and total 

job referrals by the release from hold date if the job was ever placed on hold.  

The dates are links to the actual jobs. 

 

By Green Job* –Provides a list of the jobs indicated by the employer as the 

“green jobs.”  It lists all job orders by job title, occupation code (O*Net), employer 

name and address, number of job postings and application and wage.  Each job 

order number is a link to the actual job. 

 

By Required Education Achievement* – Lists the total number of job orders, the 

total number of job openings, and the total number of job referrals by the 
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minimum educational achievement requirements (i.e. High school diploma, 

Associate’s degree, Bachelor’s degree, etc.).  Educational achievement 

requirements are links to the actual jobs. 

 

Interview Questions – Lists the job orders that have interview questions attached 

to them.  The list provides the job orders, the employer name, the LWIA/Region, 

the office location, and the questions. 

 

By Zip Code – Lists the total number of job orders, the total number of job 

openings, and the total number of job referrals by zip code.  Zip code is a link to 

the actual job. 

 

By O*Net Occupation Code (Detail)* – Lists the total job number of orders, the 

total number of job openings, and the total number of the job referrals organized 

by the O*Net Occupation Code and related O*Net occupation title.  The 

occupation code is a link to the actual jobs. 

 

By NAICS Industry Sector (Detail)* – Lists the total number of the job orders, the 

total number of the job openings, and the total number of the job referrals by the 

NAICS industry sector code and sector title (more detailed).  The industry title is 

a link to the actual jobs. 

 

By Wage Group* – Lists the total number of the job orders, the total number of 

the job openings, and the total number of the job referrals by the wage group.  

The wage group is a link to the actual job. 

 

By Benefits Offered – Lists the total number of the job orders, the total number of 

the job openings, and the total number of the job referrals by the benefits offered 

by the employers.  The benefit is a link to the actual job. 

 

By Reason for Closing – Lists the total number of the job orders, the total number 

of the job openings, and the total number of the job referrals by the reason for the 

job order closure.  Reasons are links to the actual jobs. 

 

By Applicant – Lists the number of applicants for jobs by the job order title.  It 

also shows the total number of job openings and job referrals for each job title.  

Job title is a link to the actual job. 

 

By State – Lists the total number of the job orders, the total number of the job 

openings, and the total number of the job referrals by the state. State is a link to 

the actual job. 
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By City – Lists the total number of the job orders, the total number of the job 

openings, and the total number of the job referrals by the city. City is a link to the 

actual job. 

 

By Job Category – Lists the total number of the job orders, the total number of 

the job openings, and the total number of the job referrals by job category 

(regular, domestic, apprenticeship, etc.).  Job category is a link to the actual job. 

 

By Special Job Category – Lists the total number of the job orders, the total 

number of the job openings, and the total number of the job referrals by special 

job category (summer youth program, internship, etc.).  Job category is a link to 

the actual job. 

 

By Original Entry Source – Lists the total number of the job orders, the total 

number of the job openings, and the total number of the job referrals by job order 

entry source (employer or staff).  The entry source is a link to the actual job. 

 

By Actual Close Date – Lists the total number of the job orders, the total number 

of the job openings, and the total number of the job referrals by the job order 

closing date.  Closing date is a link to the actual job order. 

Daily Jobs Formatted for Posting – Provides a list of the daily job orders for 

posting.  It lists the city, job title, number of months expiring, minimum age, wage, 

hours, education level, and driver license requirements. 

 

By Job Orders with No Applicant Referral – Lists the total number of the job 

orders, the total number of the job openings, and the total number of the job 

referrals that no applicants have been referred to. 

 

By Job Created by ARRA – Lists the total number of the job orders, the total 

number of the job openings, and the total number of the job referrals that were 

created by ARRA (American Recovery and Reinvestment Act). 

 

By Employer* – Lists the total number of the job orders, the total number of the 

job openings, and the total number of the job referrals created by the employer.  

The employer is a list to the actual job. 

 

Sub-Categories for the Executive Job Order Reports: 

 

Pending Referral Requests to Suppressed Jobs by LWIA/Region – This category 

shows the total number of pending referral requests to suppressed jobs listed by 

the LWIA/Region. 

  

Suppressed Job Order Statistics by SWIA/Region – This report lists the total 

number of open suppressed jobs by LWIA/Region. 
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Sub-Categories for the External Job Order Reports: 

The following are some additional sub-categories that are available for the External 

job orders.   

Note: External jobs are reported only on those jobs that are active at the time the 

report being created.  Re-running the report at a different time will display different 

outcome as a results of the closure of some of the external jobs from the source’s 

website. 

 

By Source – Lists the total number of the job orders by the spider source.  The 

source is a link to the actual job. 

 

By Required Experience – Lists the total number of the job orders by the 

minimum required experience. Required experience is a link to the actual job. 

 

By Job Time Type – Lists the total number of the job orders by the job time type 

(i.e. full time 30 hours or more, part time less than 30 hours, etc.).  Job time type 

is a link to the actual job. 

 

By Spider Jobs Blocked – Lists the total number of blocked spider jobs. 

 

By Location – Lists the total number of the job orders by city and state.  City is a 

link to the actual job. 

 

By Post Date – Lists the total number of the job orders by the posted date.  The 

post date is a link to the actual job. 

 

      Sub-Categories for the Summary Job Order Report:  

Top Job Positions by ONET Occupation Group – Provides a summary of the top 

specified jobs by O*NET Occupation group. 

  

Top Job Positions by NAICS Industry Sector – Summarizes the top specified jobs 

by the NAICS industry sector. 

 

Summary Job Order Details – Provides a summary list of the top specified job 

orders by postdate, job title, O*Net code , occupation description, business 

name, and job location. 

 

 Click on the sub-category of your interest.  The “Selection Criteria” screen will 

appear allowing you to choose certain filters for your report. With filters, you can 

narrow your report down to the information that fits your criteria.  
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Filtering further is usually not necessary unless you want very specific 

information.  For example, if you want to know the number of job orders only for 

the Summer Youth Program by zip code, select the “by zip code” sub-category 

and filter by “Summer Youth” in the “special category.” This will retrieve the job 

orders that are available ONLY for the summer youth program instead of listing 

all the job orders available within the system. 

 

The following is a list of all the available filters for the Internal Job Order report. 

The recommended or most commonly used filters from the list below highlighted 

in yellow. You may use the remaining filters to narrow down your report to 

retrieve information that will meet your specific needs. 

 

 

o Display Format o Occupation 

o Outside the US o Job Order Entry Type 

o State o Employer Job Order Status 

o County/Parish o Staff Job Order Status 

o City o Time Type 

o Zip Code o Featured Job 

o Ward/Borough/Township o Green Jobs 

o Region/LWIA Status o Jobs Funded by ARRA 

o Region/LWIA o Display Type 

o Office Status o Referral By 

o Office Location o Employer Classification 

o Staff Status o Benefits Offered 

o Staff o Job Type  

o Job Order Category o Minimum Salary 

o Job Order Special Category o Date Range 

o Date Created  

 

The following is a list of the available filters for the Executive Job Order Report: 

o  LWIA/Region Status 

o  Region/LWIA 

o  Date Range 

 

The following is a list of the available filters for the External Job Order Report: 

o  O*Net Occupation Group 

o  O*Net Occupation Title 

o  Source 

o  State 

o  County/Parish 

o  Date Range 
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           The following is a list of the available filters for the Summary Job Order Report: 

 

o Display Top o Green Job 

o State o Employer Job Order Status 

o County/Parish o Staff Job Order Status 

o City o Filter By Date 

o Zip Code o Date Range 

 

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Run Report” to generate the report. 

Once the system displays your report, at the top of the screen, you will see a 

drop down menu that gives you the option to export the report to different 

programs (XML file with report data, CSV, PDF, excel, and TIFF file).  Exporting 

to excel will allow you to further analyze the data using different features of the 

excel program such as sorting, filtering, and creating charts. 

 

See the following pages for the examples of the Job Order Reports. 
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Internal Job Order Report:  By Office 

Filtered By: Date Range (last 7 days) 

 

 
 

Internal Job Order Report:  By O*Net Occupation Group 

Filtered By:  Date Range (Last 30 days) 
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External Job Order Report:  By Employer 

Filtered By:  State (California) and  Date Range (Last 90 days) 

 
 

Summary Job Order Report: Summary Job Order Details 

Filter By:  Display Option (Top 100), Date Range (Last 20 Days) 
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Executive Job Order Report:  Supressed Job Order Statistics by LWIA/Region 

Filter By:  Date Range (Last 90 days) 
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Registered Employer Report 

(Click here to return to the Table of Contents) 

 

This report shows information about the employers who have registered in the system.  

The information on this report is derived from the employer’s registration form whether 

the employer is registered in the system on his own or with the assistance of a staff 

member. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the Employer Reports section, click on “Registered Employer.” You will 

get the following screen with a list of categories that you can select for your 

report. 

 

Please note that the category you select will determine the output of the report.  

The following is a brief description of each category: 

List – It provides a list of the registered employers, contact name, worksite 

location, and the date of registration.  The name of the employer is a link to the 

employer’s profile. 
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By Worksite Locations – Lists all the employers based on their worksite locations.  

The employer name is a link to the employer’s worksite location and the date of 

registration. 

Employer Type – Lists the total number of employers by their employer type (i.e. 

Federal Government, Local Government, and Private Sector).  The employer 

type is a link to the employer’s name and contact, worksite location, and the 

registration date. 

By Industry – Lists the number of the employers by the NAICS Code. NAICS is 

the North American Industry Classification System that classifies business 

establishments based on the activities in which they are primarily engaged.  

Businesses have assigned NAICS code.  NAICS code is a link to the employer’s 

name and contact, worksite location, and the date of registration.  

By County/Parish – Lists the number of registered employers by their worksite 

county locations.  The county name is a link to the employer’s name and contact, 

worksite location, and the date of registration. 

By Affirmative Action – Lists the number of registered employers by their 

(Yes/No) response to the affirmative action question.  The responses are links to 

the employers’ name and contact, worksite location, and the date of registration. 

By Industry Sector – Lists the total number of employers by the NAICS sector 

code and industry title.  The industy code is a link to the employer’s name and 

contact, worksite location, and the date of registration. 

By Region/LWIA – Lists the number of registered employers by the 

Region/LWIA. Regions are links to the employers’ name and contact, worksite 

location, and the date of registration. 

By ADA Compliance – Lists employers by their (Yes, No, or Information Not 

Provided) response to the ADA Compliance question. Responses are links to the 

employers’ name and contact, worksite location, and the date of registration. 

By Benefits Offered – Lists the employers by the benefits (medical, dental, life 

insurance, vision, etc.) they offer.  Indicated benefits are links to the employers’ 

name and contact, worksite location, and the date of registration. 

By Zip Code – Lists the employers’ worksite locations by the zip code. The zip 

code is a link to the employer’s name, contact, and the date of registration. 

By State – Lists the employer worksite locations by their states.  States are links 

to the employers’ name, contact, worksite location, and the date of registration. 

By Number of Employees – Lists the total number of registered employers by the 

the number of the employees they have.  Number of employeees ranges from 1-

4, 5-9, 10-19, 20-49, 50-99, 100-249, 250-499, 500-999, 1000-4999, 5000-9999, 
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and 10000+. The employee ranges are links to the employers’ name, contact, 

worksite location, and the date of registration. 

By Federal Contractor Status – Lists the number of employers by their Yes/No 

response to the Federeral Contractor question.  Responses are links to the 

employers’ name, contact, worksite location, and the date of registration. 

By Mailing Information – Lists the registered employers by their mailing address 

locaiton. The employer’s name is a link to the employer profile folder. 

By Assigned AJCC Location – Lists the number of employers by their assigned 

AJCC based on their registration location.  Each AJCC is a link to the employer 

name, contact, and the date of registration. 

By Assigned Case Manager – Lists the employers by their assigned case 

manager.  Case Manager’s name is a link to the employer’s name, contact, and 

the date of registration. 

There are three catorgies listed under “Access” that document an employer’s 

current access rights and throughout their history with the system.  These 

categories are: 

o List 

o By Access History 

o By Summary Access Status 

 Click on the category of your interest.  When you click on a category, you will get 

the “Selection Criteria” screen that allows you to choose some report filters.  

Filters will allow you to narrow down the information on your report to the 

specifics that you want. 

Filtering further is usually not necessary unless you want specific information.  

For example, if you want to know how many of the registered employers who 

have been assigned to each office locations and have registered in the past 90 

days are federal contractors, then you should choose the “By Assigned AJCC 

Location” category and filter your report by “Federal Contractor Status” – Yes, 

and by “Date Range” for the last 90 days. 

Following is a list of all the available filters for this report: 

o Region/LWIA Status o Type of Employer 

o Region/LWIA o Employer Status 

o Office Location Status o Type of Registration 

o Office Location o NAICS Industry 

o State o Federal Contractor Status 

o Benefits Offered o Affirmative Action 
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o Cookie Location o Filter Date Range 

o Set Date Range 

 

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Display Report” to generate the report. You will also have the option to 

export the report to any of the following programs by clicking on the appropriate 

button at the bottom of the report screen:   

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 

 

See the example of this report on the following page. 
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Registered Employer Report: 

Category: By Federal Contractor Status 

Filters:  Date Range (last 20 days) 

 
 

If you click on the “Yes” and “No” hyperlinks, you will see a list of the employers’ name, 

ID number, contact name, city, state, and the registration date. 
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Referrals and Referral Results 

Report 

(Click here to return to the Table of Contents) 

 

This report shows the individual referrals to employers for their job postings.  Also, this 

report documents the subsequent hire results of these referrals.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Employer Reports,” click on the “Referrals and Referral Results.” 

The screen below will be displayed with a list of categories and sub-categories 

that you can choose from to appear on the report.  There are five report 

categories:  

o Referral:  Lists job referrals by region, office, referring staff member, and 

referral type. 

o Internal:  Lists job referral information for preferred employer jobs.  

These are also known as internal jobs.  

o External:  Lists job referrals from spidered or external jobs. 

o Results: Lists the known and documented job order referral results.  

o Hire:  Lists the internal referrals and hire results from those referrals 
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Note that the sub-category you select will determine the output of the report.  For 

example, if you select the “by O*Net Occupation Group” sub-category under the 

Internal Referrals, your report will show the total number of internal job referrals 

listed by the Occupation Group.  Below is a brief description of each available 

sub-category. 

       

       Sub-Categories for Referral: 

     By LWIA/Region – Provides a list of the total number of internal and external job 

     referrals and the result of those referrals by LWIA/Region.  

 

    By Referring Staff Member – Provides a list of internal and external job referrals  

 by the staff member who is conducting the referral. 

 

    By Office Location – Provides a list of internal and external job referrals by AJCC 

location. 

 

    By Type of Referral – Provides a list of referrals by referral type such as External 

    Job Referral by Staff, Outside Web-Link, Referred to Job 3 Days or Less, etc. 

 

Sub-Categories for Internal: 

 List – Provides a list of internal job referrals.  It lists the username, the referred 

individual’s name, address, job order number, O*Net code, Job order minimum  

wage, referring office, and the referral date.  

 

 By LWIA/Region – Provides a list of the total number of internal job referrals by 

 LWIA/Region. It lists the total number of staff referrals and the internet referrals.  

 

By Referring Staff Member – Lists the total number of internal referrals by 

referring staff and their associated primary office.  Staff member name is a link to 

a list showing detailed information on the referred individual as well as the job 

referral. 

 

By Outstanding Referrals – Provides a list of outstanding job referrals from jobs 

that are still open and available.  It lists job order number, employer name, job 

title, job order status, office location, and referral created by.  The job order 

number is a link to a list showing detailed information on the referred individual 

and the job referral. 

 

 By Pending Referral Results – Provides a list of the pending referrals. 

 

 By Self-Referral – Provides a list of internal self-referrals.  It lists the username, 

 individual name, job order number, employer name and contact, job title, and the  

 referral date. 
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By Job Order Number – Provides the total number of internal referrals by job   

order number.  It lists number of referrals, job order number, employer name, job 

title, job postdate, job order status, the associated office, and the staff who 

created the referral. The number of referrals is a link to a list showing detailed 

information about 

 each referral. 

 

By type of Referral – Provides the total number of internal job referrals by the 

type of referral.  It lists the total number of staff referrals and internet referrals. 

The type of referral is a link to a list showing detailed information on the referral. 

 

 By O*Net Occupation Group – Provides the total number of referrals (staff and  

            internet referrals) by O*Net occupation group. The O*Net occupation group is a 

 link to a list showing detailed information about the job referral. 

   

By O*Net Occupation Title – Provides a list of the total number of referrals by 

O*Net Occupation title.  It lists the staff referrals as well as the internet referrals. 

 

By Job Order Worksite – Provides the total number of internal referrals listed by 

job order worksite. It lists the job order worksite, the employer name, the total 

number of staff referrals and the total number of internet referrals. Job order 

worksite is a link to a list showing detailed information on the referral. 

 

By Individual Outstanding Job Referral Results – Provides a list of internal 

referrals by the job referral results. It lists Individual’s name, job order number, 

employer name, job title, job order postdate, job order status, office location, and 

the staff   member who created the referral.  Job order number and employer 

name are links to a list showing detailed information on referral. 

 

 By Recruiting Stage – Provides a list of job referrals by recruiting stage (i.e. 

interviewed, scheduled interview, made offer, etc.).  It lists the number of the staff 

referrals and the internet referrals. The recruiting stage is a link to the list 

showing detailed information on the referral. 

 

By Employer – Provides a list of the internal job referrals by the employer.  It lists 

the employer name, job order worksite, the total number of the staff referrals, and 

the total number of internet referrals.  The job order worksite is a link to the list 

 showing detailed information on the referral. 

 

By Application Method – Provides a list of job referrals by the application method 

(i.e. online, in person, via email, by mail, by fax, etc.). 

 

 

 



192 

 

 Sub-Categories for External: 

List – Provides a list of external job referrals.  It lists the username, the individual 

name, address, referral source and type, referring office, and the referral date.  

 

 By LWIA/Region – Provides the total number of external job referrals by 

 LWIA/Region. It lists the total number of staff referrals and the internet referrals. 

 The listed LWIAs are links to the list showing detailed information on the referral. 

 

By Referring Staff Member – Lists the total number of external job referrals by 

the referring staff member and his/her associated primary office.  The referring 

staff name is a link to the list showing detailed information on the referral. 

 

 By type of Referral – Provides the total number of external job referrals by the 

type of referral.  It lists the total number of staff and internet referrals. The type  of 

referral is a link to the list showing detailed information on the referral.  

 

 By Office Location – Provides the total number of external job referrals by office   

 location.  It lists the total number of staff referrals and the internet referrals.  

 The office name is a link to the list showing detailed information on the referral. 

 

 Sub-Categories for Results: 

 List – Provides a list of the internal job referral results.  The list displays the 

username, the individual’s name, address, job order number, employer 

username and work site, O*Net code and job title, minimum and maximum wage 

for the job order, referring staff and office, referral result, hire date, and hire 

wage.  

 

By LWIA/Region – Provides a list of the internal job referral results by 

LWIA/Region.   

The listed LWIAs are links to a list showing detailed information on the results of 

the referral. 

 

 By Office Location – Provides a list of the internal job referral results by the 

office location.  Office location is a link to the list showing detailed information on 

the referral results. 

 

By Staff Recording Results – Provides a list of the internal job referral results by 

the staff member who recorded the results. Staff member name is a link to the list 

 showing detailed information on the referral results.  

 

By Job Order Worksite – Provides a list of the internal job referral results by the 

job order worksite.  The job order worksite is a link to the list showing detailed 

 information on the referral results. 
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By Job Order Number – Provides a list of the internal job referral results by the 

job order number.  Job order number is a link to the list showing detailed 

information on the referral results. 

 

 By Referring Staff Member –  Provides the total number of internal job referral 

results by the referring staff and their associated primary office.  The referring 

staff name is a link to the list showing detailed information on the referral results. 

 

 By Referral Result Type – Provides the total number of job referral results by the 

 referral result type. The referral result type is a link to the list showing detailed 

 information on the referral results. 

 

By O*Net Occupation Group – Provides the total number of the internal job 

referral results by O*Net occupation group.  The O*Net Occupation group is a 

link to the list showing detailed information on the referral results. 

 

 By O*Net Occupation Code – Provides the total number of internal job referral 

   results by the O*Net Occupation code.  O*Net code is a link to the list showing 

    detailed information on the referral results.  

 

 By Employer – Provides the total number of internal job referral results by the 

employer. The employer name is a link to the list showing detailed information on 

the referral results. 

     

 Click on the desired sub-category.  The “Selection Criteria” screen will appear 

allowing you to choose certain filters for your report. With filters, you can narrow 

your report down to the information that fits your criteria.  For example, if you 

want to know the number of internal job referrals listed by the employer for the 

individuals who are transitioning service members in the last 30 days, you can 

select “By Employer” Internal Category and use the following filters: 

o Record Set Location: Individual  

o Transitioning Services Member: Select “Yes”  

o Date Range (Last 30 days)  

 

However, selecting too many filters for the same report may eliminate the chance 

of obtaining positive results. 

The following is a list of the available filters for the Referral, Internal, and 

Results categories to select from: 

 

o Table Display   o Office Location 

o Referral Type o Staff Reported Status 

o Recruiting Stage o Search By  

o Record Set Location***  o Staff Reported 
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o LWIA/Region Status 

o LWIA/Region 

o Office Status 

 

o State 

o Filter Date 

o Set Date Range 

 

 

*** The drop down menu for this filter (Record Set Location) gives you the option 

to select from individual, employer, job order, or service record.  More filters will 

become available depending on what option is selected in this field.  For 

example, selecting the “individual” option from this drop down menu, allows one 

to filter by the additional individual options such as individual’s veteran status, 

individual’s employment status, gender, age, and ethnicity.   

 

The following is a list of all the available filters for the External categories to 

select from: 

o Type of Referral   o City 

o Methold of Referral Entry o Zip Code 

o Referring Region/LWIA o Cookie Location 

o Referring Office o Individual Region/LWIA 

o Referring Staff Member   o Individual Office 

o State o Filter Date 

o County/Parish o Date Range 

o Ward/Borough/Township 

(Not in use in California) 

 

 

The following is a list of all the available filters for the Hire category to select 

from: 

o Status   o Office Location 

o Search By  o State 

o Staff o County/Parish 

o Referral Type o City 

o Occupation   o Zip Code 

o Minimum Salary o Ward/Borough/Township 

o Region/LWIA o Filter By Date 

o Date Range 

o Office Status  

 

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Run Report” to generate the report. 

Once the system displays your report, at the top of the screen, you will see a 

drop down menu that gives you the option to export the report to different 

programs (XML file with report data, CSV, PDF, Excel, and TIFF file).  Exporting 

to excel will allow you to further analyze the data using different features of the 

excel program such as sorting, filtering, and creating charts. 
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See the following example of this report. 

Referral and Referral Results Report: 

In this example, we want to find the total number of referrals made by staff members in 

each office location for eligible veterans.  We will use the following parameters for the 

report: 

Category:  Internal Job Order Referral by Office Location 

Filter: Record Set Location (Individual) 

           Veteran Status (Yes, Eligible Veteran) 

           Date Range (Last 30 days) 

 

The following report outcome will be displayed showing the total number of referrals by 

each listed office. 

Referral Reports - Internal Job Order Referral - Detail Report by Office 
Location 

 by Individual 

 Veteran Status: Yes, Eligible Veteran 

 Actual Date Between 9/1/2013 and 9/30/2013 

 
 
 

Staff 
Referrals  

% Staff 
Referrals  

Internet 
Referrals  

% 
Internet 

Referrals  

Total 
Referrals  

% Total 
Job 

Referrals  

00100 San Gabriel Valley/West Covina WS  17 0.8% 99 2.4% 116 1.9% 

00110 Central San Gabriel Valley WSC/El Monte WS 
2 0.1% 62 1.5% 64 1.0% 

00115 Central San Gabriel Valley Worksource  0 0.0% 1 0.0% 1 0.0% 

00120 Career Partners/Rosemead WS  1 0.0% 28 0.7% 29 0.5% 

00130 Los Angeles Urban League/Pomona WS 
7 0.3% 91 2.2% 98 1.6% 

00145 LA Works/Irwindale WS  1 0.0% 0 0.0% 1 0.0% 

00300 Verdugo Jobs Center/Glendale WS  34 1.7% 61 1.5% 95 1.5% 

00307 Westlake Worksource Center  0 0.0% 1 0.0% 1 0.0% 

00312 MCS/Hollywood WS  5 0.2% 7 0.2% 12 0.2% 

00316 CCD/Wilshire-Metro WS 0 0.0% 2 0.0% 2 0.0% 

00317 PACE/Westlake WS 0 0.0% 3 0.1% 3 0.0% 

00319 Pasadena JS  35 1.7% 45 1.1% 80 1.3% 

00320 Foothill Workforce Investment Board  0 0.0% 1 0.0% 1 0.0% 

00422 Irvine WS  166 8.2% 61 1.5% 227 3.7% 

00900 Pomona WS (IAW; REF 00130)  0 0.0% 4 0.1% 4 0.1% 

01000 San Fernando Valley Cluster (WS) Pacoima 
8 0.4% 97 2.3% 105 1.7% 

01100 Canoga Park/West Hills WorkSource Ctr (JS)  0 0.0% 23 0.6% 23 0.4% 

01101 Van Nuys/N. Sherman Oaks WorkSource Ctr  0 0.0% 2 0.0% 2 0.0% 

01130 San Fernando Valley Cluster (WS) Van Nuys 
0 0.0% 13 0.3% 13 0.2% 

01400 Los Angeles South Bay JS  0 0.0% 6 0.1% 6 0.1% 

01412 Inglewood JS 11 0.5% 54 1.3% 65 1.1% 

01430 Harbor AJCC JS 7 0.3% 46 1.1% 53 0.9% 

01460 Torrance JS  4 0.2% 12 0.3% 16 0.3% 

03300 OAKLAND/Alameda  0 0.0% 75 1.8% 75 1.2% 

03325 Hayward JS  0 0.0% 13 0.3% 13 0.2% 

03330 Fremont JS  0 0.0% 23 0.6% 23 0.4% 

03331 Eden Area AJCC 0 0.0% 2 0.0% 2 0.0% 
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https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=477&officeDesc=01000+San+Fernando+Valley+Cluster+(WS)+Pacoima&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=420&officeDesc=01100+Canoga+Park%2fWest+Hills+WorkSource+Ctr+(JS)&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=528&officeDesc=01101+Van+Nuys%2fN.+Sherman+Oaks+WorkSource+Ctr&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=530&officeDesc=01130+San+Fernando+Valley+Cluster+(WS)+Van+Nuys&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1689&officeDesc=01400+Los+Angeles+South+Bay+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1566&officeDesc=01412+Inglewood+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=513&officeDesc=01430+Harbor+One-Stop+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=557&officeDesc=01460+Torrance+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=898&officeDesc=03300+OAKLAND%2fAlameda&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1&officeDesc=03325+Hayward+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=27&officeDesc=03330+Fremont+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
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03900 Rancho Cucamonga Employment Resource 
Ctr.  

155 7.7% 103 2.5% 258 4.2% 

03913 High Desert Employment Resource Center  14 0.7% 71 1.7% 85 1.4% 

03955 San Bernardino Employment Resource Center  11 0.5% 194 4.7% 205 3.3% 

04213 Santa Ana Workforce Services  20 1.0% 27 0.7% 47 0.8% 

04217 Westminster Job Service  35 1.7% 69 1.7% 104 1.7% 

04500 Salinas AJCC 0 0.0% 14 0.3% 14 0.2% 

04502 Monterey JS  1 0.0% 16 0.4% 17 0.3% 

04520 Hollister JS 0 0.0% 2 0.0% 2 0.0% 

04530 Capitola JS  0 0.0% 2 0.0% 2 0.0% 

04800 Imperial County Workforce Development Office 21 1.0% 34 0.8% 55 0.9% 

04820 Calexico JS 6 0.3% 9 0.2% 15 0.2% 

05900 SACRAMENTO Woodland/Yolo  1 0.0% 103 2.5% 104 1.7% 

05904 Woodland JS 0 0.0% 17 0.4% 17 0.3% 

06200 Modesto JS  96 4.8% 84 2.0% 180 2.9% 

06201 Turlock JS  9 0.4% 10 0.2% 19 0.3% 

06220 Merced Workforce Services Office  350 17.4% 39 0.9% 389 6.3% 

06223 Merced Adult School  14 0.7% 0 0.0% 14 0.2% 

06240 Los Banos Workforce Services Office  10 0.5% 2 0.0% 12 0.2% 

06900 S.CLARA Co. 
S.Jose/Campbl/Sunnyvale/Hollister/Gilr  

4 0.2% 32 0.8% 36 0.6% 

06920 Gilroy JS  0 0.0% 2 0.0% 2 0.0% 

06930 Sunnyvale JS 0 0.0% 21 0.5% 21 0.3% 

07200 Santa Maria Workforce Resource Center JS  2 0.1% 46 1.1% 48 0.8% 

07200 Santa Maria Workforce Resource Center WS  0 0.0% 4 0.1% 4 0.1% 

Report Total: 2,017 100.0% 4,150 100.0% 6,167 100.0% 

1 
 

 

Clicking on any of the office name hyperlinks will yield a list with detailed information on 

the referrals for that office.  For example, clicking on the 01460 Torrance JS office 

which has a total of 17 referrals will display the following list of detailed information for 

each of those 17 referrals. (shown on the following page) 

 

 

Referral Reports - Internal Job Order Referral - Detail Report - List Report 

 Office Location: 01460 Torrance JS 

 by Individual 

 Veteran Status: Yes, Eligible Veteran 

 Actual Date Between 9/1/2013 and 9/30/2013 

 
  

https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1796&officeDesc=03900+Rancho+Cucamonga+Employment+Resource+Ctr.&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1796&officeDesc=03900+Rancho+Cucamonga+Employment+Resource+Ctr.&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1184&officeDesc=03913+High+Desert+Employment+Resource+Center&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1111&officeDesc=03955+San+Bernardino+Employment+Resource+Center&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1443&officeDesc=04213+Santa+Ana+Workforce+Services&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1764&officeDesc=04217+Westminster+Job+Service&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=671&officeDesc=04502+Monterey+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1091&officeDesc=04520+Hollister+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1481&officeDesc=04530+Capitola+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1713&officeDesc=04800+Imperial+County+Workforce+Development+Office&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1714&officeDesc=04820+Calexico+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1780&officeDesc=05900+SACRAMENTO+Woodland%2fYolo&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1672&officeDesc=05904+Woodland+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1827&officeDesc=06200+Modesto+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1583&officeDesc=06201+Turlock+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=658&officeDesc=06220+Merced+Workforce+Services+Office&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=661&officeDesc=06223+Merced+Adult+School&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=640&officeDesc=06240+Los+Banos+Workforce+Services+Office&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1820&officeDesc=06900+S.CLARA+Co.+S.Jose%2fCampbl%2fSunnyvale%2fHollister%2fGilr&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1820&officeDesc=06900+S.CLARA+Co.+S.Jose%2fCampbl%2fSunnyvale%2fHollister%2fGilr&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1383&officeDesc=06920+Gilroy+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=893&officeDesc=06930+Sunnyvale+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1817&officeDesc=07200+Santa+Maria+Workforce+Resource+Center+JS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
https://www.caljobs.ca.gov/reportsnet/reports/Referrals/ReferralReport.aspx?pageloc=IntRefsList&link=Y&age=&altgeo=&arra=&city=&clearance=&county=&duration=&employ=&emptype=&enddt=9%2f30%2f2013&fdate=Actual&fedcontr=&gender=&green=&jobtype=&looking=&max=&min=&office=1818&officeDesc=07200+Santa+Maria+Workforce+Resource+Center+WS&race=&recset=I&RefResult=&reftype=&rpp=50&sda=&separated=&servmem=&specCat=&staff=&stage=&startdt=9%2f1%2f2013&state=&uiclaimnt=&unemploy=&vetdisable=&vethomeless=&vetstatus=2&zip=
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Username First 

Name 

Last Name City, State 
Country 

JO # O*Net 
Code 

O*Net Occupation JO Min 
Wage 

JO 
Unit 
of 

Pay 

Referral 
Type 

Referring Office Referring 
Staff 

Referral 
Date 

21691841  Mr 
Roderick 

Watson Torrance, 
CA US 

13976595 49909900  Installation, Maintenance, and Repair 
Workers, All Other 

$13.00 Hour  Internet 
Referral  

01460 Torrance JS   9/2/2013 

21691841  Mr 
Roderick 

Watson Torrance, 
CA US 

13977258 49101100  First-Line Supervisors of Mechanics, 
Installers, and Repairers 

$55,000.00 Year  Internet 
Referral  

01460 Torrance JS   9/2/2013 

21691841  Mr 
Roderick 

Watson Torrance, 
CA US 

13977436 49904200  Maintenance and Repair Workers, 
General 

$50,000.00 Year  Internet 
Referral  

01460 Torrance JS   9/14/2013 

21691841  Mr 
Roderick 

Watson Torrance, 
CA US 

13979592 11919900  Managers, All Other $8.00 Hour  Internet 
Referral  

01460 Torrance JS   9/7/2013 

22162096  Maurice Rankins Gardena, CA 
US 

13975450 15106100  Database Administrators $0.00 Year  Staff 
Referral  

01460 Torrance JS Danny 
Wilson 

9/5/2013 

22162096  Maurice Rankins Gardena, CA 
US 

13978959 11919900  Managers, All Other $8.00 Hour  Staff 
Referral  

01460 Torrance JS Danny 
Wilson 

9/5/2013 

22562087  Senichi Sumi Torrance, 
CA US 

13962585 43507100  Shipping, Receiving, and Traffic Clerks   Other  Internet 
Referral  

01460 Torrance JS   9/26/2013 

22562087  Senichi Sumi Torrance, 
CA US 

13973799 41203100  Retail Salespersons $10.00 Hour  Internet 
Referral  

01460 Torrance JS   9/26/2013 

22562087  Senichi Sumi Torrance, 
CA US 

13982234 43508101  Stock Clerks, Sales Floor $12.00 Hour  Internet 
Referral  

01460 Torrance JS   9/12/2013 

22562087  Senichi Sumi Torrance, 
CA US 

13982381 43303100  Bookkeeping, Accounting, and Auditing 
Clerks 

  Other  Internet 
Referral  

01460 Torrance JS   9/12/2013 

22562087  Senichi Sumi Torrance, 
CA US 

13986262 43507100  Shipping, Receiving, and Traffic Clerks $10.00 Hour  Internet 
Referral  

01460 Torrance JS   9/26/2013 

23136736  Jason Houser Torrance, 
CA US 

13975269 49909800  Helpers--Installation, Maintenance, and 
Repair Workers 

$10.00 Hour  Staff 
Referral  

01460 Torrance JS Danny 
Wilson 

9/5/2013 

23136736  Jason Houser Torrance, 
CA US 

13976431 49904300  Maintenance Workers, Machinery   Other  Staff 
Referral  

01460 Torrance JS Danny 
Wilson 

9/3/2013 

24298863  Howard Weitzenhoffer Torrance, 
CA US 

13990474 53103100  First-Line Supervisors of Transportation 
and Material-Moving Machine and 
Vehicle Operators 

$0.00 Hour  Internet 
Referral  

01460 Torrance JS   9/30/2013 

24912693  Charles Hyder TORRANCE, 
CA US 

13964621 51502100  Print Binding and Finishing Workers $11.00 Hour  Internet 
Referral  

01460 Torrance JS   9/2/2013 

24912693  Charles Hyder TORRANCE, 
CA US 

13983077 51904100  Extruding, Forming, Pressing, and 
Compacting Machine Setters, Operators, 
and Tenders 

$9.00 Hour  Internet 
Referral  

01460 Torrance JS   9/20/2013 

28999773  Randy Kellerhals Torrance, 
CA US 

13974480 53706200  Laborers and Freight, Stock, and Material 
Movers, Hand 

$12.75 Hour  Internet 
Referral  

01460 Torrance JS   9/4/2013 

Total Referrals 
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Background Information 

(Click here to return to the Table of Contents) 

 

This report is designed to locate individuals by using data they supplied when they 

entered information through the Resume Builder. Some of this information is not 

available in the Assist an Individual search screen.  This report can be used by the staff 

members to search for the individuals who may qualify for certain jobs based on the 

individuals’ specific background information.  For example, if staff members are looking 

for individuals who may be qualified for jobs that require specific commercial driving 

abilities, they could generate a listing of individuals broken down “By Driver’s License 

Endorsements.” 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Scroll down to “Individual Reports,” then click on “Background Information.”  

You will get the following screen with a list of categories of the background 

information that you may run.  Please note that the category you select will 

determine the output of the report. 

 

 

The following is a brief description of each category. 
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List – Provides a list of the individuals with their username, full name, city, state, country, 

and registration or last access date (depending on what filter was used for the date).  

The username is a link to the individual profile. 

By Individual Relies on Public Transportation – Provides the total number of individuals 

based on their Yes/No response to the question pertaining to their dependence on public 

transportation.  Responses are links to the username which in turn links to the 

individual’s profile. 

By Driver’s License Endorsements – Provides the total number of individuals based on 

their response to the driver’s license endorsement question.  The responses are links to 

the username which links to the individual’s profile. 

By Actual Occupation Experience – Provides the total number of individuals based on 

their actual occupation experience.  The report list the occupation experience by O*NET 

code.  The responses are links to the list of the individuals with their usernames that link 

to the individual’s profile. 

By Desired Salary – Lists the total number of individuals by their indicated desired 

salary.  The listed salary is a link to the list of individuals with their usernames that link to 

the individual’s profile. 

By Educational Category – Provides a list of total number of individuals based on their 

educational category they indicated.  Responses are links to the list of individuals with 

their username that links to the individual’s profile. 

By Desired Work Location – Lists the total number of individuals based on their indicated 

desired work location county.  Work locations link to the list of individuals and their 

usernames that link to the individual’s profile. 

By Access to Motor Vehicles – Lists the total number of individuals based on their 

Yes/No response to the question regarding whether or not they have access to a motor 

vehicle. Responses are links to the list of individuals with their usernames that link to the 

individual’s profile. 

By Driver’s License Type – Lists the total number of individuals by the type of driver 

license they hold (i.e. commercial, regular, learner’s permit, etc.).  Responses are links 

to the list of individuals with their usernames that link to the individual’s profile. 

By Desired Occupation – Lists the total number of individuals by their indicated desired 

occupation.  Responses are links to the list of the individuals and their usernames that 

link to the individual’s profile. 

By Education Level – Lists the total number of individuals by their level of educational 

achievement (i.e. high school diploma, B.A. degree, etc.).  Responses are links to the list 

of individuals and their usernames that link to the individual’s profile. 
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 After you select the desired category by clicking on it, another screen is 

displayed allowing you to choose any of the following listed filters for your report. 

o Local LWIA/Region Status   

o Local LWIA/Region  

o State 

o Type of Age 

o Desired Salary 

o Public Transportation 

o Access to Motor Vehicle 

o Driver’s License Endorsement Type 

o Driver’s License Type 

o Education Level 

o Educational Category 

o Actual Occupation Experience 

o Filter Date By 

o Date Range 

 

 After you select the filters for your report, click on “Display Report” to generate 

the report. 

 At the bottom of report screen, you will be given the option to export the report 

data to any of the following programs.  

  

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’.        A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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See the example of this report on the following page. 
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Registered Individual Report 

(Click here to return to the Table of Contents) 

 

This report shows the total number of individuals who have registered in the system.  

This report bears no relation to whether the registered individuals are enrolled in a 

federal program or are actually using the system.  The report simply displays statistics 

on individuals registered either at an American Job Center of CaliforniaSM (AJCC) or 

remotely via internet.  

 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Scroll down to the “Individual Reports” section, click on “Registered 

Individual.” You will get the following screen with a list of categories that you can 

select for your report. 
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Please note the category that you select will determine the output of the report.  

Below is a brief description of each category: 

 

List – Provides a list of all the registered individuals based on the filters used. It 

lists the individual’s username, name, city, state, county, and registration date. 

The “user name” is a link to the individual’s profile.  

 

By Age – Lists the percentage and total number of registered individuals by the 

age range.  The age ranges are: Under 19, 19-21, 22-32, 33-44, 45-54, 55-64, 

and 65+.  The age ranges are links to the actual user names. 

 

By Race – Lists the percentage and total number of registered individuals by 

their indicated races.  The responses are links to the actual user names. 

 

By Gender – Lists the percentage and total number of registered individuals by 

gender (male/female).  Responses (male/female) are links to the actual user 

names. 

 

By Ward/Borough/Township – Lists the registered individuals by 

ward/borough/township if those geographic designations are pertinent with the 

operating system. 

Not in use in California. 

 

By Education Achievement – Lists the percentage and the total number of 

registered individuals by their education achievement levels (i.e. High School 

Diploma, GED, etc.). Responses are links to the the actual user names. 

 

By Disability Status – Lists the percentage and total number of the registered 

individuals and their (yes/no) responses to the Disability Status question.  

Responses are links to the actual user names. 

 

By Employment Status  – Lists the percentage and total number of registered 

individuals by their employment status at the time of registration. Responses are 

links to the actual user names. 

 

By Migrant Farmer Worker Types -  Lists the percentage and the total number of 

the registered individuals by the (yes/no) responses they selected for the 

Migrant/Seasonal Farm Worker question on the registration form.  Responses 

are links to actual user names. 

 

By Military Spouse/Dependent Status – Lists the percentage and total number of 

registered individuals by the reponses they selected for the Military 

Spouse/Dependent Status question.  Responses are links to actual user names. 
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Registration Source – Lists the percentage and total number of registered 

individuals by the way they registered in the systems (i.e. self service entry, staff 

entered entry, unemployment claimants-interface, etc.).  Reponses are links to 

actual user names.   

 

By IP Location – Lists registered individuals based on their IP (internal protocol) 

location during registration in the system.  Responses are links to actual user 

names. 

 

By No Virtual Recruiter – Lists registered individuals who do not have virtual 

recruiter as part of their profile.  The “username” is a link to the individual’s 

profile. 

 

By County/Parish – Lists the registered individuals by county/parish locations. 

Locations are links to the actual user names. 

 

By Hispanic Ethnicity – Lists the percentage and the total number of registered 

individuals based on their (yes/no/Info not provided/not specified) response to the 

ethnicity question they selected on the registration form.  Responses are links to 

the actual user names.  

 

By Web Site Access Location – Lists the percentage and total number of 

registered individuals by where they accessed the system (i.e. home, work, job 

fair, etc.).  Locations are links to the actual user names. 

 

By Cookie Location – Lists the percentage and the total number of registered 

individuals by cookie locations.  Responses are links to the actual user names. 

 

By Zip Code – Lists the percentage and total number of the registered individuals 

by their zip code.  Zip codes are links to actual user names. 

 

By Attending School Status -  Lists the percentage and total number of registered 

individuals by their responses indicating whether they are currently attending 

school. Responses are links to the actual user names. 

 

By Region/LWIA – Lists the percentage and the total number of  registered 

individuals by the Region/LWIA they are associated with.  Regions are links to 

the actual user names. 

 

By Unemployment Status – Lists percentage and total number of registered 

individuals by their selection of whether they are receiving unemployment 

benefits.  Responses are links to the actual user names. 
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By Office – Lists the percentage and total number of registered individuals by the 

office they are associated with.  Offices are links to the user names. 

 

By Works in Agricultural ONET Occupation – Lists the percentage and total 

number of registered individuals based on their response to the question related 

to agricultural occupations.  Answers are links to the actual user names. 

 

By ONET Occupation Group – Lists the percentage and total number of 

registered individuals based on their responses to the ONET occupational group 

questions.  Responses are links to the actual user names. 

 

By UI Update Date – Lists the percentage and total number of registered 

individuals based on their UI update dates.  Responses are links to the actual 

user names. 

 

The following additional cateorgies for Veterans are available that you may 

select from: 

 

By Potential Eligibility for Veteran Benefits – Lists the percentage and total 

number of the registered individuals who are veterans and  who responded 

(yes/no) that they may potentially be eligible for veteran benefits. Responses are 

links to the actual user names. 

 

By Veteran Discharge Status – Lists the percentage and total number of 

registered veterans by the discharge status they indicated at registration.  

Responses are links to the user names. 

 

By Veteran Eligible Person – Lists the percentage and total number of registered 

veterans by their answer to the veteran eligible person question during the 

registration process.  Responses are links to the user names. 

 

By Veteran Status – Lists the percentage and total number of registered 

individuals based on their responses to the veteran status question.  Respones 

are links to the actual user name. 

 

By Transitioning Service members – Lists registered individuals by their 

response to the veteran transitioning service member question.  Responses are 

links to the actual user name. 

 

By Disabled Veteran Status – Lists the percentage and total number of the 

registered veterans by their reponses to the question regarding disability status.  

Responses are links to the end user. 
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 Click on the desired category.  After you click on a category, you will get the 

screen that will allow you to choose report filters.  Filters will help to narrow down 

the information on your report according to your specification. For example, if you 

want to know how many of the Migrant/Seasonal farm workers who have 

registered in a particular office have resumes in file, then you can select the “by 

Migrant Farmer Worker Types” category and filter by Region/LWIA, by office 

location, and by resume status. 

 

Following is a list of all the available filters for this report.  

 

o State o Transitioning Service Members 

o Type of Age o Veteran eligible Person 

o Gender o Spouse/Dependent Active Duty 

Military 

o Race o Region 

o Hespanic o Office 

o Haitian o Cookie Location 

o Educational Achievement o Website Access Location 

o Attending School Status o Migrant and Seasonal Farm Worker 

o Disability Status o Agricultural ONET Occupations 

o Offender Status o ONET Occupational Groups 

o Resume Status o Looking for Work 

o Employment Status o Spouse or Widow of Veteran 

o Unemployment Claimant o Heard About Site 

o UI Claimant Type o Scan Card Assignment 

o Veteran Status o Registration Source 

o Discharge Status o Filter Date By 

o Served In Military o Set Date Range 

  

  

 After selecting the appropriate filter, scroll down to the bottom of the page and 

click on “Display Report” to generate the report.  You will also have the option to 

export the report to any of the following programs by clicking on the appropriate 

button at the bottom of the report screen:   

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 



207 

 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 

See below for an example of this report. 

 

 

Registered Individual Report:  By Office 

Filter by:  Region/LWIA, Date 

 

 

List of all Registered Individuals by Office Location With An LWIA/Region of Sacramento 
Employment and Training Agency where Registration Date is between 12/29/2013 and 
01/17/2014. 

  

 
 
 

Office  Total  % Total  

05900 SACRAMENTO Woodland/Yolo  921 82.60% 

38000 Workforce Services Division  194 17.40% 

Total Rows: 2   1,115   100.00%  

 

Records per page:  
50

 
 

  Excel     CSV     Pipe Delimited     Graph     Print     PDF    
 

Change Report Search Criteria  

 

 

 

javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22Title%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22Total%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22Total2%22);
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javascript:notifyofexporttime(%22excel%22);
javascript:notifyofexporttime(%22csv%22);
javascript:notifyofexporttime(%22pipedel%22);
javascript:void(0);
javascript:void(0);
javascript:printPDF();
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Enrolled Individual Report 

(Click here to return to the Table of Contents) 

 

This report shows a list of all the enrolled individuals in a selected federal program (WIA, 

W-PA, TAA, etc.) within an identified time period.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under “Reports,” click on “Detailed Reports” 

 Scroll down to the Individual Reports section, click on “Enrolled Individual.” You 

will get the following screen with a list of categories that you can choose from to 

exhibit on the report. 
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Please note the category that you select, will determine the output of the report. For 

example, if you select the “By Age” category, your report will show the percentage and 

total number of the enrolled individuals in each age bracket.  Below is a brief description 

of each category: 

 

List – provides a list of all the enrolled individuals in a selected federal program. The 

report will list the individuals by: name, address, office location where they enrolled in, 

app ID, and user name. The “user name” is a link to the individual’s profile folder.  

 

By Age – lists the percentage and total number of the enrolled individuals by an age 

range.  The age ranges are: Under 19, 19-21, 22-32, 33-44, 45-54, 55-64, and 65+.  The 

age ranges are links to the actual user names. 

 

By Gender – lists the percentage and total number of the enrolled individuals by gender 

(male/female).  Responses (male/female) are links to the actual user names. 

 

By Zip Code – lists the percentage and total number of the enrolled individuals by their 

zip code.  Zip codes are links to actual user names. 

 

By County/Parish – lists the enrolled individuals by county locations even those outside 

of the system’s region or state.  Counties are links to the actual user names. 

 

By Web Site Access Location – lists the percentage and total number of the enrolled 

individuals by where they accessed the system (i.e. home, work, job fair, etc.).  

Locations are links to the actual user names. 

 

By AJCC– lists the percentage and total number of the enrolled individuals by the office 

they are associated with.  Offices are links to the user names. 

 

By Staff Assigned – lists the percentage and total number of the enrolled individuals by 

the staff member to whom their case is assigne to. Staff member names are links to the 

actual user names. 

 

By Unemployment Status – lists percentage and total number of the enrolled individuals 

by their selection of whether they are receiving unemployment benefits.  Responses are 

links to the actual user names. 

 

By Employment Status at Participation – lists the percentage and total number of the 

enrolled individuals by their employment status at the time of enrollment. Responses are 

links to the actual user names. 

 

By Registration Source – lists the percentage and the total number of the enrolled 

individuals by their registration source (i.e. staff assisted, self-service, etc.). Responses 

are links to the actual user names. 
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By WIA 15% Grant – lists the individuals who are enrolled in a WIA 15% Grant. 

Responses are links to the actual user names.  

 

By WP Special Program – lists the individuals that are enrolled in any Wagner-Peyser 

special program.  Responses are links to the actual user names.  

 

By Cookie Location – lists the percentage and the total number of the enrolled 

individuals by cookie caching locations.  Responses are links to the actual user names. 

 

By Work Status – lists the percentage and total number of the enrolled individuals by the 

responses they provided for their employment status (i.e. working full time, not 

employed, etc.). Responses are links to the actual user names.  

 

By Race – lists the percentage and total number of the enrolled individuals by their 

indicated race.  The responses are links to the actual user names.  

 

By Hispanic Ethnicity – lists the percentage and the total number of the enrolled 

individuals based on their (yes/no/Info not provided/not specified) response on the 

ethnicity they selected on the registration form.  Responses are links to the actual user 

names.  

 

By Selective Service Registration – lists the percentage and total number of the enrolled 

individuals and their reponses whether they registered with selective service.  

Responses are links to the actual user names. 

 

By Migrant/Seasonal Farm Worker Types -  lists the percentage and the total number of 

the enrolled individuals by the response they selected for the Migrant/Seasonal Farm 

Worker Type question. The responses are links to actual user names. 

 

By Region/LWIA – lists the percentage and the total number of the enrolled individuals 

by the Region/LWIA they are associated with.  Regions are links to the actual user 

names. 

 

By Educational Achievement – lists the percentage and the total number of the enrolled 

individuals by their education achievement levels (ie. High School Diploma, GED, etc.). 

Responses are links to the the actual user names. 

 

By Disability Status – lists the percentage and total number of the enrolled individuals 

and their (yes/no) responses to the Disability Status question.  Responses are links to 

the actual user names. 
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By Attending School Status -  lists the percentage and total number of the enrolled 

individuals by their responses of whether they are currently attending school. Responses 

are links to the actual user names. 

 

By Working in Agricultural ONET Occupation Code Status – lists the percentage and 

total number of the enrolled individuals by ONET codes related to agricultural 

occupations.  Answers are links to the actual user names. 

 

By NEG Grant – Lists the individuals who are enrolled in an NEG Grant.  Responses are 

links to the actual user names. 

 

By WIA Partner Program – lists the enrolled individuals who are enrolled in a WIA 

Partner Program.  Responses are links to the actual user names. 

 

By Grant by Zip Code – lists the enrolled individuals by grant type and by zip code. 

Responses are links to the user names. 

 

By Ward/Borough/Township – lists the enrolled individuals by ward/borough/township if 

those geographic designations are pertinent with the operating system. 

 

 

In addition to the above categories, there are  the following cateorgies for 

Veterans that you may select from: 

 

By Potential Eligibility for Veteran Benefits – lists the percentage and total number of the 

enrolled individuals who are veterans and  who responded (yes/no) that they may 

potentially be eligible for veteran benefits. Responses are links to the actual user names. 

 

By Veteran Status – lists the percentage and total number of the enrolled individuals 

who responded (yes/no) regarding veteran eligibility.  Respones are links to the actual 

user name. 

 

By Discharge Status – lists the percentage and total number of the enrolled veterans by 

the discharge status they indicated at registration.  Responses are links to the user 

names. 

 

By Veteran Eligible Person – lists enrolled veterans by the answer to the veteran 

eligibility question during the registration process.  Responses are links to the user 

names. 

 

By Disabled Veteran Status – lists the percentage and total number of the enrolled 

veterans by their reponse to the question regarding their disability status.  Responses 

are links to the end user. 
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By Veteran Campaign Status – lists enrolled veterans by their campaign status 

(yes/no/information not provided).  

 

By Military Spouse/Dependent Status – lists percentage and the total number of the 

enrolled individuals by their answer (yes/no/information not provided) to the military 

spouse or military dependent question. Answers are links to the user name. 

 

By Veteran Transitional Service member – lists enrolled individuals by their response to 

the veteran transitional service member question.  Responses are links to the actual 

user name. 

 

 Click on the category of your interest.  As soon as you click on a category, you 

will get the “Selection Criteria” screen that allows you to choose some report 

filters.  Filters will allow you to narrow down the information on your report to the 

specifics that you want. For example, if you want to know how many of the 

Migrant/Seasonal farm workers who have enrolled in a particular office have 

resumes in file, then you can filter by Region/LWIA, by office location, and by 

resume available. 

 

Following is a list of all the available filters for all the categories of the Enrolled Individual  

report.  

o Program (WIA,WP,etc) o Disability Status 

o Special Program Status o Race & Ethnicity 

o Special Program o Educational Achievement Leve 

o Region/LWIA Status o Registered with the Selective 

Service 

o Region/LWIA o Employment Status at Participation 

o Office Status o Current Unemployment Status 

o Office Location o UI Claimant 

o TANF Office Information o Dislocated Worker 

o Outside the US? o Attended a Rapid Response Event 

o State o Looking for Work 

o County/Parish o Resume Available 

o City o Military, Veteran or Spouse of 

Veteran 

o Zip Code o Case Assignment Level 

o Web Access Location o Group Status 

o Cookie Location o Case Manager Group 

o Registration Source o Case Manager Status 

o Heard about Site? o Assigned Case Manager 

o Age Selection o Current Active Individual Status 

o Gender o Date 
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 After selecting the appropriate filter, scroll down to the bottom of the page and 

click on “Run Report” to generate the report. 

 

 

Refer to the following pages to see examples of the Enrolled Individual Reports. 
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Example 1:  Enrolled Individuals Report with the following specifications: 

Selected Category:  By AJCC 

Selected Filters:       Program (Wagner-Peyser) 

         Region/LWIA (Sacremento Employment and Training Agency)   

         Date (Last 90 days) 

 

Enrolled Individuals - By Office 
 

- Participation Date: 4/25/2013 to 7/23/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: Sacramento Employment and Training Agency 
 

  
 

 

Office   
 

Total    
 

% Total    
 

03330 Fremont JS  1 0.01 % 

16000 ROSEVILLE/Auburn  1 0.01 % 

05900 SACRAMENTO Woodland/Yolo  12005 78.92 % 

05932 NorCal Services for the Deaf and Hard of 
Hearing  

1 0.01 % 

16018 NorCal Center on Deafness  26 0.17 % 

05911 Sacramento Employment Training Agency 
SETA 

123 0.81 % 

05933 SETA Sacramento Co Employment and 
Training  

2 0.01 % 

38000 Workforce Services Division  3048 20.04 % 

17500 Stockton JS  2 0.01 % 

12965 Fairfield-North Bay JS  1 0.01 % 

05904 Woodland JS  1 0.01 % 

Total Rows: 11    
   

 
 
The listed offices on the above report are links to the user name of the enrolled individuals. If 
you click on any of the offices on the report, you will get a detailed list of all the enrolled 
individuals. For example, if you click on the “17500 Stockton JS” office that shows 2 enrolled 
individuals, you will get the following list. 

 

 
 

Enrolled Individuals - List 
 

  
 

  

- Participation Date: 4/25/2013 to 7/23/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: Sacramento Employment and Training 
Agency 

  

      

 

 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

  

User 
Name 

App ID First 
Name 

Last Name City State Country Office 
Location 

Assigned 
Case Mgr 

Particpation 
Date 

Prior 
Participation 

Map 

28903973
 

12021198 ROSALBA ARTACHO GALT CA US 17500 
Stockton 
JS 

No Case 
Assignmt 

06/10/2013 No 
Map 

28930421
 

12072461 RODOLFO MARTINEZ GALT CA US 17500 
Stockton 
JS 

No Case 
Assignmt 

06/24/2013 No 
Map 

Total Enrolled Individuals: 2    
   

 

javascript:location.href='../../../../staff/loginbycase.asp?username=28903973&UT=I'
javascript:void(window.open('../../google/googlemap.aspx?Type=Single&loc=38.2653,-121.2995&desc=12021198-ROSALBA_ARTACHO','Maps12021198','menubar=0,resizable=0,width=450,height=450'))
javascript:location.href='../../../../staff/loginbycase.asp?username=28930421&UT=I'
javascript:void(window.open('../../google/googlemap.aspx?Type=Single&loc=38.2653,-121.2995&desc=12072461-RODOLFO_MARTINEZ','Maps12072461','menubar=0,resizable=0,width=450,height=450'))
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Example 2:  Enrolled Individuals Report with the following specifications: 

Selected Category: By AJCC 

Selected Filters:        Program (Wagner-Peyser) 

                                  Region/LWIA (Sacremento Employment and Training Agency) 

            Office Location (05900 Sacramento Woodland/Yolo) 

                      Date (Last 90 days) 

 

 

Enrolled Individuals - By Office 
 

- Participation Date: 4/25/2013 to 7/23/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: Sacramento Employment and Training Agency 
- AJCC Location: 05900 SACRAMENTO Woodland/Yolo 

 

  
 

 

Office   
 

Total    
 

% Total    
 

05900 SACRAMENTO Woodland/Yolo  12005 100.00 % 

Total Rows: 1    
  

 

 

 

 

 

Example 3:  Enrolled Individuals Report with the following specifications: 

Selected Category: By Migrant/Seasonal Farm Worker Status 

Selected Filters:        Program (Wagner-Peyser) 

                                  Region/LWIA (Employers’ Training Resource) 

             Office Location (13535 Delano WS) 

                      Date (Last 30 days) 

 

Enrolled Individuals - By Migrant/Seasonal Farm Worker Status 
 

- Participation Date: 6/24/2013 to 7/23/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: Employers' Training Resource 
- AJCC Location: 13535 Delano WS 

 

  
 

 

Migrant/Seasonal Farm Worker Status   
 

Total    
 

% Total    
 

Migrant Farm Worker  55 10.13 % 

No  476 87.66 % 

Seasonal Farm Worker  12 2.21 % 

Total Rows: 3   
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Example 4:  Enrolled Individuals Report with the following specifications: 

Selected Category: By Disabled Veteran Status 

Selected Filters:        Program (Wagner-Peyser) 

                                  Region/LWIA (San Diego Workforce Partnership, Inc.) 

             Office Location (08100 Oceanside Workforce Services) 

                      Date (Last 180 days) 

 

 

Enrolled Individuals - By Disabled Veteran Status 
 

- Participation Date: 1/25/2013 to 7/23/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: San Diego Workforce Partnership, Inc. 
- AJCC Location: 08100 Oceanside Workforce Services 

 

  
 

 

Disabled Veteran Status   
 

Total    
 

% Total    
 

Information Not Provided  10124 54.38 % 

No 7978 42.85 % 

Yes, Disabled  246 1.32 % 

Yes, Special Disabled (greater than 30%)  270 1.45 % 

Total Rows: 4   
  

 
 

 
 
 
 
Example 5:  Enrolled Individuals Report with the following specifications: 
Selected Category: By Age 
Selected Filters:        Program (Wagner-Peyser) 
                                  Region/LWIA (Alameda County Workforce Investment) 
              Date (Last 7 days) 
 
 
 
 
 

 
 

Enrolled Individuals - By Age 
 

  

- Participation Date: 7/16/2013 to 7/22/2013 
- Report Type: Wagner-Peyser (WP) Program 

- Region/LWIA Name: Alameda County Workforce 
Investment Board 

  

 

  
 

 

Registration Age    
 

Total    
 

% Total    
 

19-21  11 2.48 % 

22-32  99 22.30 % 

33-44  121 27.25 % 

45-54  99 22.30 % 

55-64  98 22.07 % 

65 and Older  16 3.60 % 

Total Rows: 6     
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Résumé Report 

(Click here to return to the Table of Contents) 

 

This report shows information about the resumes created by the individuals who 

registered in the system.  The report helps staff members manage the resumes by either 

working on behalf of the job seekers to identify which employers viewed their resumes or 

by working on behalf of the employers to locate individuals whose goals will align with 

the employers’ goals. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Individual Reports,” click on “Resume.”  The screen below will display 

a list of categories that you can select to appear on your report. 

 

 

Note that the category you select will determine the output of the report.  For 

example, selecting “by Desired Occupation,” will display the total number of 
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resumes listed by the desired occupation. Below is a brief description of each 

available category. 

List – Provides a list of individuals that have resumes in the system.  It lists the 

individuals’ name, address, user name, date resume was created, resume title, 

and the desired occupation.  Username is a link to the individual profile and 

resume title is a link to the resume. 

By Desired Salary – Lists the total number of resumes by the individual’s desired 

salary. The desired salary is a link to a list that contains the username and the 

resume title. Username links to the individual’s profile and the resume title links 

to the individual’s resume. 

By Desired Work Location – Lists the total number of resumes by the desired 

work location indicated by the individuals.  The desired work location could be a 

state, county, or another designation.  The desired location is a link to a list that 

contains the username and the resume title. Username links to the individual’s 

profile and the resume title links to the individual’s resume. 

 

By Actual Occupation Experience on Resume – Lists the total number of 

resumes by the actual occupational experience.  The occupational experience is 

a link to a list that contains the username and the resume title. Username links to 

the individual’s profile and the resume title links to the individual’s resume. 

By Assigned LWIA – Lists the total number of resumes related to the specific 

LWIA/regions. The listed LWIA is a link to a list that contains the username and 

the resume title. Username links to the individual’s profile and the resume title 

links to the individual’s resume. 

By Educational Level – Lists the total number of resumes by the individuals’ level 

of education. Education level is a link to a list that contains the username and the 

resume title. Username links to the individual’s profile and the resume title links 

to the individual’s resume. 

By Desired Occupation – Lists the total number of resumes by the desired 

occupation.  Desired occupation is a link to a list that contains the username and 

the resume title. Username links to the individual’s profile and the resume title 

links to the individual’s resume. 

 

By Resumes Viewed by Employers – Lists the total number of the resumes by 

the employers who viewed those resumes.  The Company/Employer name is a 

link to a list that contains the username and the resume title. Username links to 

the individual’s profile and the resume title links to the individual’s resume. 

 

By Registered Individual – Lists total number of resumes by the individual who 

created them.  The name is a link to a list that contains the username and the 
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resume title. Username links to the individual’s profile and the resume title links 

to the individual’s resume. 

 

By Individuals Location – Lists total number of resumes by the location of the 

individual.  The location is a link to a list that contains the username and the 

resume title. Username links to the individual’s profile and the resume title links 

to the individual’s resume. 

 

By Assigned Office – Lists the total number of resumes by the offices within 

LWIA/Regions.  The office name is a link to a list that contains the username and 

the resume title. Username links to the individual’s profile and the resume title 

links to the individual’s resume. 

 

By the Assigned Staff – Lists the total number of resumes of individuals by the 

staff they are assigned to for assistance. The staff name is a link to a list that 

contains the username and the resume title. Username links to the individual’s 

profile and the resume title links to the individual’s resume. 

 

By Occupation – Lists the total number of individuals by their desired job title.  

Job title is a link to a list that contains the username and the resume title. 

Username links to the individual’s profile and the resume title links to the 

individual’s resume. 

 

By Years of Experience – Lists the total number of individuals by the years of 

their experience.  Year of experience is a link to a list that contains the username 

and the resume title. Username links to the individual’s profile and the resume 

title links to the individual’s resume. 

 

By Education – Lists the total number of individuals by their education status. 

Education status is a link to a list that contains the username and the resume 

title. Username links to the individual’s profile and the resume title links to the 

individual’s resume. 

 

 Once you select the category of your choice by clicking on it, the “Display 

Options” screen will appear allowing you to choose certain filters for your report.  

With filters, you can narrow your report down to the information that fits your 

criteria.  

Filtering further is usually not necessary unless you want very specific 

information.  For example, if you want to know which employers viewed the 

resumes of the individuals who are eligible veterans, select the category “By 

Resumes Viewed by the Employers” and filter by “Veteran Status: eligible 

veteran.”  This will retrieve a list of only those employers who viewed the 

resumes of veteran eligible individuals.  
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The following is a list of all the available filters: 

 

 

o Desired Work Location o Vet, TSM(Transitional Service 

Member), spouse of a deceased or 

disabled vet 

o Individuals Residential 

Address 

o Transitioning Service Member 

o Assigned Region/Office o Disability Status 

o Resume Online o Campaign Veteran 

o Resume Active o Disabled Veteran 

o Desired Salary o Recently Separated Veteran 

o Desired Occupation o Veteran Status 

o Shift Availability o Homeless Veteran 

o Drivers License Type o Military Dependent 

o Drivers Lic Endorsement 

Type 

o Individual User Status 

o Education Level o Assigned Case Manager 

o Attending School o Program Participation 

o Current Age o Registration Source 

o Migrant Farm Worker o Filter Date By 

o Employment Status o Date Range 

o Unemployment Status  

 

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Display Report” to generate the report. You will also have the option to 

export the report to any of the following programs by clicking on the appropriate 

button at the bottom of the report screen:   

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  To print this report, use the print button on 

your main toolbar. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 

 

See the following pages for the examples of the Resume Reports. 
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Resume Report 

Category:  Resumes Viewed by Employers 

Filters:  Veteran Status (Yes, eligible Veteran), Date Range (last 7days) 

 

Resume Report 

Category:  By Registered Individuals 

Filters:  Migrant Farm Worker, Date (last 7 days)  
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Assessment Results 

(Click here to return to the Table of Contents) 

These reports list assessment outcomes that are part of the Self-Assessment Profile in 

an individual’s profiles. Staff members can find out what specific skills are the most 

common for a particular area.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Miscellaneous Reports.”   

 Then, click on “Assessment Results” under “Result.” 

 

The Assessment Results Reports show the most common assessment results for a 

particular area or region.  

Note: The outcome will vary according to the category selected 

 

Available Categories: 

Work Keys by Individual – provides a list of individuals that have Work Keys skills 

similar to the filtered search criteria used by staff members. 

Job skills by Individuals – provides a list of individuals that match O*NET job 

skills similar to the filtered search criteria used by staff members. 

Interests by Individual – provides a list of individuals that match criteria used 

against the Workplace Interest Analyzer. 

Interests by Occupation – provides a list of occupations that match criteria used 

against the Workplace Interest Analyzer. 

Work Values – provides a list of individuals that share specific work value 

outcomes from the work values assessment tool. 

Work Keys Summary – provides a summary of data pertaining to the Work Keys 

assessment tool. 

Job Skills by Summary – provides a list of individuals that share specific O*NET 

occupational job skills. 
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Interests – provides a list of individuals that share common characteristics with 

the Work Interests Analyzer. 

Personal Skills – provides a list of individuals that share common characteristics 

with the Personal Skills Assessment tool. 

 

Available Filters within each category: 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office – This option is grayed out if no Region/LWIA is selected.  Once a 

LWIA/Region is selected, this option will allow you to choose any office(s) within 

the selected LWIA.  Choose “None Selected” if you want to include all the Office 

Locations. 

Set Date Range─ By default Last 30 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 
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each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Equal Employment Opportunity  

(Click here to return to the Table of Contents) 

 

These reports document employer, job order, and staff information as they relate to the 

age, race, and ethnicity of applicants who applied for jobs from preferred employers.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Detailed Reports” 

 Scroll down to “Miscellaneous Reports” Then   

 Click on “Equal Employment Opportunity” under EEO 

 

Note: The available Categories outcome will change per category selected with the 

available filters. 

Available Categories: 

Job Order—displays job orders and the race/ethnicity of all applicants that applied and 

were hired. 

Employer – displays job orders by employer, and the race/ethnicity of all applicants that 

applied and were hired. 

Job Order Percentages – Similar to the Job Order report, except outcomes are 

percentages instead of raw numbers. 

 

Available filters within each category: 

Job Order Status ─ Select the “Job Order Status” of your interest from the drop 

down menu.  “None-Selected” option will include all the Job Order Status. 

Job Order Number(s) ─ enter Job Order Number(s) to view Job Orders available. 

Job Keyword ─ Enter key words to define your Job Order Search. 

Search Options ─  Select the “Search Options” of your interest from the drop 

down menu.  “None-Selected” option will include all the “Search Options” 

available. 
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Job Occupation Group ─ Select the “Job Occupation Group” of your interest from 

the drop down menu.  “None-Selected” option will include all the “Occupation 

Groups.”  

Employer Name ─  Enter Employer Name to define Employer Search. 

Employer Industry Sector ─ Select the “Employer Industry Sector” of your interest 

from the drop down menu.  “None-Selected” option will include all the “Employer 

Industry Sectors.”  

Employer Industry ─ Select the “Employer Industry” of your interest from the drop 

down menu.  “None-Selected” option will include all the “Employer Industry.”  

Employer Size ─  Select the “Employer Size” of your interest from the drop down 

menu.  “None-Selected” option will default to “0” employees. 

Employer Federal Contractor ─  None Selected/Yes/No.  The “None Selected” 

status is selected by default and it should be left as is.  “Yes” status is used when 

an employer has a federal contract. “NO” status is used when an employer does 

not have a federal contract. 

Employer FEID ─ Enter “Federal Employer Identification Number” (FEID) 

Employer UIID ─ Enter “Unemployment Insurance Identification Number” (UIID)  

State ─ Select the “State” of your interest from the drop down menu.  “None-

Selected” option will include all the “States.” 

County ─ Select the “County” of your interest from the drop down menu.  “None-

Selected” option will include all the “County.” 

City ─ Select the “City” of your interest from the drop down menu.  “None-

Selected” option will include all “City.”  

Zip Code ─ Enter correct “Zip Code” based on the State, County and City 

selected. 

Date Range ─ By default Last 7 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 



228 

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Survey Report 

(Click here to return to the Table of Contents) 

 

The survey reports provide data on survey results, such as the customer feedback 

forms, to aid in determining the usefulness of the system. Virtual One Stop (VOS) 

includes online customer satisfaction survey forms for individual participants, employers, 

and analysts/researchers. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Miscellaneous Reports”  

 Then, click on “Survey” under Customer Satisfaction Surveys. 

 

Note: All items display the user’s answer, number of times answered (how many other 

responses match the answer), and percentage of total times answered (match 

responses represent what percentage of overall user answers?) 

Available Filters: 

Login Type ─  Analyst/Employer/Individual/Any.  The “Any” is selected by default 

and it should be left as is. “Any” selected will give you all login types. 

User Type ─ Select the “User Type” of your interest from the drop down menu.  

“Any” option will include all User Types.   

Region/LWIA Status: Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the “Region/LWIA” of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs.   

Office Location Status –  Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office – This option is grayed out if no Region/LWIA is selected.  Once a 

LWIA/Region is selected, this option will allow you to choose any office(s) within 
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the selected LWIA.  Choose “None Selected” if you want to include all the Office 

Locations. 

Set Date Range─ By default Last 30 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop the down menu then From: and To: dates must be entered. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 

 

 

 

 

 

 



231 

 

Contact Reports 

(Click here to return to the Table of Contents) 

 

This report provides employers and individuals’ contact information for the staff 

members to use when following up with individuals and employers as needed. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Miscellaneous Reports” click on “Contact.”  You will get the 

following screen with a list of different categories of the contact reports that you 

can run. 

 

The following is a brief description of each category: 

Employer Registration  – Provides the employer’s contact information within a 

specified area for a defined date range.  It lists the employer registration date, FEIN 

(Federal Employer Identification Number), employer email address, website, contact 

name and number, and the employer address. 



232 

 

Individual Registration – Provides an individual’s contact information within a 

specified area for a defined date range.  It lists the individual registration date, name, 

phone number, address, email address, education level, work status, and veteran 

status. 

Referral – Provides the individual’s contact information within a specified area for a 

defined date range of referrals.  It lists the job order number, job title, employer 

name, individual’s name, address, phone number, email address; referral date, staff 

member user ID, and the associated office. 

Job Order – Provides the employer contact information within specified areas for a 

defined date range of specific job orders. It lists the job order number, job title, 

number of positions, hours and shift for the position, required education 

requirements, employer name, address, contact name, and phone number. 

 After you click to select the desired category, the “Selection Criteria” screen 

displays allowing you to choose from the following filters for your report: 

o Region/LWIA Status  

o Region/LWIA  

o Office Status 

o Office Location 

o Group Status – Only available for the “Individual” and “Referral” 

categories. 

o Case Manager Group Status – Only available for the “Individual” and 

“Referral” categories. 

 

o Case Manager Status Status – Only available for the “Individual” and 

“Referral” categories. 

     

o Assigned Case Manager Status – Only available for the “Individual” 

and “Referral” categories. 

 
 

o Employer Job Order Status – Only available for the “Job Order” 

cateory 

o Staff Job Order Status – Only available for the “Job Order” category 

o Program – Only available for the “Individual Registration” category 

o Special Program Status – Only available for the “Individual 

Registration” category 
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o Special Program – Only available for the “Individual Registration” 

cateogry 

o Date Range 

 After you select the filters for your report, click on “Run Report” to generate 

the report. 

You have the option to export the report data to any of the following programs.  

From the drop down menu at the top of the report page, you may select the 

program of your choice and click on “Export.”  

 Excel – Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’.  A comma delimited file is a database exported into a format 

where each record is a single line and each field in the record is indicated by 

a comma upon opening in Excel). 

 XML – Extensible Markup Language file format used to create common 

information formats and share the data and format on the web, intranets, and 

any other network using standard ASCII text.  

 PDF – This will allow you to save your report in a portable format so you can 

share it electronically with others. 

 TIFF – Tagged Image Format file is used for high quality graphics. 

 

 

See an example of this report on the following page. 
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Contact Reports - Employer Registration 

- Region/LWIA: Alameda County Workforce Investment Board 
- Registration Completed Date: 11/08/2013 - 11/14/2013 

 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

Registration 
Completed Date 

FEIN
# Employer Name E-mail URL Phone Contact 

Address / City 
/ State / Zip County 

11/8/2013 
10:15:55 AM 

  
Express 
Employment 
Professionals 

Cheryl.Zakkak@ExpressPros.com http://www.ExpressPros.com (510) 358-2353 
Cheryl 
Zakkak 

39510 Paseo 
Padre Parkway 
Suite 260 
Fremont, CA 
94538  

Alameda 
County  

11/8/2013 
11:40:32 AM 

  
Mohawk 
Industries Inc 

elisa_zielinski@mohawkind.com http://www.mohawkind.com/ (909) 356-7309 
Elisa 
Zielinski 

41494 Boyce 
Rd. 
Fremont, CA 
94538  

Alameda 
County  

11/12/2013 
2:04:11 PM 

  
Powernet Global 
Services Inc. 

info@powernetgs.com http://www.powernetgs.com (510) 887-4701 
Ronda 
Gary 

28437 Satellite 
Street 
Hayward, CA 
94545  

Alameda 
County  

11/8/2013 
2:48:38 PM 

  
Municipal 
Maintenance 
Equip 

tmoore@source-mme.com http://www.source-mme.com/ (510) 332-1303 
Tim 
Moore 

1930 W 
Winton Ave #8 
Hayward, CA 
94545  

Alameda 
County  

11/11/2013 
9:22:59 AM 

  
Senspex 
Technical 
Services, LLC 

dkoehn@senspex.com http://senspextechnicalservices.com/ (510) 265-0540 
Danielle 
Koehn 

20956 Corsair 
Blvd 
Hayward, CA 
94545  

Alameda 
County  

11/11/2013 
3:27:06 PM 

  Rockin'Jump lorraine@rockinjump.com   (925) 401-7200 
Lorraine 
Wilson 

7901 
Stoneridge Dr 
Pleasanton, 
CA 94588  

Alameda 
County  

Registration 
Completed Date 

FEIN
# 

Employer Name E-mail URL Phone Contact Address / City 
/ State / Zip 

County 
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Security Reports 

(Click here to return to the Table of Contents) 

 

This report is designed to assist the staff members in locating potential fraudulent 

employers and other customer groups by showing the number of the individuals viewed 

and the number of the messages sent or received.  For example, a large discrepancy 

between the number of individuals viewed by an employer and the number of the job 

orders they have in the system could indicate the potential for identity theft. Another 

example would occur when the number of messages that one sends overwhelmingly 

exceeds the number of messages he or she receives.  

These reports can also be utilized for other reasons such as reviewing employers’ 

activities to see if they use the system to their full advantage. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Miscellaneous Reports” click on “Security.”  You will get the 

following screen with a list of different types or categories of the security reports 

that you can run. 

  

 

 The following is a brief description of each category: 
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Suspicious Employer Activity – Provides a list of the employers with the number 

of individuals that they are viewing versus the number of the job orders they have 

in the system and the number of messages they are sending.  

 

Suspicious Message Activity – Reviews the staff members, employers, and 

individuals for excessive message activities which may be an indication of 

potential fraud or abuse. It shows the name, user ID, the date message was sent, 

the number of messages sent, and the number of those messages read.    

 

Suspicious Employer Report – Provides contact information on the suspected 

employer based on the criteria entered for the report. 

 

Suspicious Employer IP Distance – Reviews employers based on the distance 

between the employer and their IP location.  It lists the employer name, contact 

name, employer location, IP location and its distance from the employer’s 

location. 

 

Suspicious Employer IP – It reviews and lists the employer’s contact information 

based on the suspicious employer IP address. 

 

Suspicious Employer Primary Location – It reviews and lists the employer’s 

contact information based on the suspicious employer primary IP location. 

 

 After you select the category of your interest by clicking on it, you will get 

the screen where you specify the criteria for your report.  Type in the 

criteria. You may also use any of the following filters to narrow down the 

outcome of the report to the specific information you want. 

o Region/LWIA Status 

o Region/LWIA 

o Office Location Status 

o Office Location 

o Date Range 

 Click on “Run Report” to generate the report.  You have the option to 

export the report to Excel for further analysis if needed. 

 

See an example of this report on the following page. 

 

 

 

Example: Suspicious Employer Activity Report 
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Security Report - By Suspicious Employer Activity with the # of viewed individuals greater than 
100 where Date Range Between 10/16/2013 and 11/04/2013. 

  

 
 
 

Company Name  Username  Create Date  Number of Individuals Viewed  View Date  Number of Job Orders  Sent Message  

IPS CARLSBAD 29041802 08/20/2013 175 10/29/2013 0 3 

Trendtec Inc 28771657 03/14/2013 166 10/22/2013 0 1 

IPS CARLSBAD 29041802 08/20/2013 146 11/1/2013 0 3 

Trendtec Inc 28771657 03/14/2013 136 10/29/2013 0 1 

Batze Consulting 28853463 05/01/2013 124 10/25/2013 0 1 

IPS CARLSBAD 29041802 08/20/2013 121 10/23/2013 0 3 

On Call Staffing 
Solutions 

28766590 03/12/2013 110 10/31/2013 2 7 

Total Rows: 7         978      2   19  

 

Records per page:  
50

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22company%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22username%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22create_date%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22individuals_viewed%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22view_date%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22NumofJobOrders%22);
javascript:document.frmsuperdatagrid.SuperGridisPostBack.value%20=%20%22True%22;SortRecordSet(%22Num_msg_sent%22);
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Tracking Report 

(Click here to return to the Table of Contents) 

 

The Tracking Report is used to track information important for system performance. This 

report can inform staff members which part of the system is being used the most. It will 

display totals and breakdowns according to defined service components in the system 

and how many times each area is visited. This helps define the services that are used 

most often. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Miscellaneous Reports”   

 Then, click on “Tracking Report” under “Tracking.” 

 

Note: The available Categories outcome will change per category selected with 

the available filters. 

Available Categories: 

By Service – lists specific locations within Virtual One Stop and how many times 
these locations were accessed by users. The Service Description options are 
links. Click one of them and staff can view specific sections within that location 
and the number of times a user accessed those specific sections. 
 
By Location – lists locations where the site was accessed (i.e., internet). This 
report is not very useful because the internet is usually the only response. 
Columns include the Location, which is a link, and Total Visits. Click the link 
under Location and it will show specific locations within Virtual One Stop that 
were accessed via the internet location.  

 

Available Filters within each category: 

Set Date Range─ By default Last 7 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

Notes:  

1. This report will probably not get accessed very much. However, if you have an 

interest in knowing where users go within the system, this report is for you.  
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2. Similar tracking reports are located in the Reports section of an individual’s 

profile to determine where an individual has gone within the system.  

3. This report might be interesting to track trends over time. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Eligible Training   

Consumer Report System (CRS) 

(Click here to return to the Table of Contents) 

 

This report is designed to provide information about eligible training providers and their 

programs.   

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Provider Reports.”   

 Then, click on “Provider.”  

 

The Provider Reports are divided into two sub-categories: 
 

o Eligible Training (CRS) – Lists information on providers that have WIA 

eligible programs. 

o Provider ─ Lists detailed information on providers based on general 

profile information and course information.  

Notes:  

These are a merger of two previous reports: the Eligible Training Provider 

Reports and the Provider Reports. You can now find data for these two reports 

under one heading. 

The available Categories outcome will change per category selected with the 

available filters. 

Available Categories within Eligible Training (CRS): 

By Providers – generates a list of eligible training providers based on filtering data 

entered by staff. 

By Provider Contact – generates a list of eligible training provider contacts/ 

representatives. 

By Programs – provides a list of provider programs based on filtering data entered by 

staff. 



241 

 

By Program Status – provides a list of provider programs, which can be sorted by 

program data. 

Available Filters within each Category: 

State – Select “State” of your interest from the drop down menu.  “None-

Selected” option will include all the “States.”   

Active Status –  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Report Type – Summary/Detail Select the outcome Report Type of your interest. 

Summary option gives a summary report type and Detail gives a detailed report 

type. 

o Provider to Report On: 

 Provider Status ─  Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is 

used in rare occasions such as the closure of a particular office in 

a region. “All” will include both the Active and Inactive statuses. 

 Provider Name ─ Select “Provider Name” of your interest from the 

drop down menu.  “None-Selected” option will include all 

“Provider Name.” 

o Provider Type ─  Select “Provider Type” of your interest from the drop down menu.  

“None-Selected” option will include all “Provider Type.” 

o Closest LWIA/Region ─  Select the LWIA/Region of your interest from the drop down 

menu.  “None-Selected” option will include all the LWIA/Regions. 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 
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 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Provider Reports 

(Click here to return to the Table of Contents) 

 

This report is designed to provide information about training providers and their 

programs.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Provider Reports”   

 Then, click on “Provider.” 

The Provider Reports are divided into two sub-categories: 
 

o Eligible Training (CRS) – information on providers that have WIA eligible 

programs. 

o Provider ─ Lists detailed information on providers based on general 

profile information and course information.  

Notes:  

These are a merger of two previous reports: the Eligible Training Provider Reports 

and the Provider Reports. You can now find data for these two reports under one 

heading. 

The available Categories outcome will change per category selected with the 

available filters. 

 Most of this information is gleaned from the provider profile and program profiles.  

 

Available Categories within Provider: 

By Providers – generates a list of providers based on filtering data entered by staff. 

By Contact – generates a list of provider contacts/ representatives. 

By Program – provides a list of provider programs based on filtering data entered by 

staff. 
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Available Filters within each Category: 

Rows – Enter the amount of “Rows” of your interest  

Region/LWIA Status –  Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA ─ Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all Region/LWIA’s. 

State ─  Select “State” of your interest from the drop down menu.  “None-

Selected” option will include all “States.” 

Include Approved Training Providers ─ Select “Include Approved Training 

Providers” of your interest from the drop down menu. “None-Selected” option will 

include all “Include Approved Training Providers.” 

Provider to Report On ─ Select “Provider to Report On” of your interest from the 

drop down menu.  “None-Selected” option will include all “Provider to Report 

On.” 

Provider Type ─  Select “Provider Type” of your interest from the drop down 

menu.  “None-Selected” option will include all “Provider Type.” 

Date Selection ─  Select “Date Selection” of your interest from the drop down 

menu.  “None-Selected” option will include all “Date Selection.” 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 
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each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Event Scheduler Reports 

(Click here to return to the Table of Contents) 

 

This category of reports tracks services generated that are associated with events 

created through the Events calendar.  

To locate these reports: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Service Reports.”   

 Then, click on “Event Scheduler.”  

The Event Scheduler Reports provides details about events and the services associated 
with them through the Events calendar. 
 

Note: The outcome will vary according to the category selected 

Available Categories: 

Detailed Event List – Displays a list of events based on search criteria entered 

by the staff member. 

Detailed Attendance Tracking – Displays a list of individuals that are 

associated with events and the services associated with those events. 

Registered Event Type Summary – Displays a list of events and associated 

individuals by the event type. 

Registered Event Summary – Displays a list of individuals associated with 

events and based on the staff member’s search criteria. 

Available Filters within each category: 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the Regions/LWIAs. (hold Ctrl to 

select multiple Region/LWIA)  
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Office Status –  Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

Office Locations. 

Include non-attached LWIA/Region Records ─ Yes/No “No” status is selected by 

default and it should be left as is.  “Yes” status is used when LWIA/Region 

records are included. “No” status is used when LWIA/Region records are not 

included. 

Included non-attached Office Location Records ─ Yes/No “No” status is selected 

by default and it should be left as is.  “Yes” status is used “Included non-attached 

Office Location Records” are included. “No” status is used “Included non-

attached Office Location Records” are not included. 

Event Available To ─ Select the “Event Available To” of your interest from the 

drop down menu.   

Event Category Status ─ Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Event Category ─ Select the “Event Category” of your interest from the drop 

down menu.   

Date Range─ By default Last 30 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

Event Status ─ Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 

Event ─ Select the “Event Category” of your interest from the drop down menu. 

Staff Status ─ Active/ Inactive/ All.  The “Active” status is selected by default and 

it should be left as is.  “Inactive” status is used in rare occasions such as the 

closure of a particular office in a region. “All” will include both the Active and 

Inactive statuses. 
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Staff ─ Select the “Staff” of your interest from the drop down menu. 

Organization ─ Enter the “Organization” name of your interest. 

State ─ Select the “State” of your interest from the drop down menu. 

City ─ Enter the “City” name of your interest. 

Date Range─ By default Last 30 Days is selected but you can select the date 

range of your interest from the drop down menu. (If Custom Date is selected from 

the drop down menu then From: and To: dates must be entered) 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Services Provided Employer 

Report 

(Click here to return to the Table of Contents) 

 

This report provides information about system generated and staff assisted services that 

are provided to employers. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Services Reports” click on the “Services Provided Employer.”  The 

screen below will be displayed with a list of six categories to choose from.  The 

category you select will determine the output of the report. 

 

 
 

Below is a brief description of each category. 
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List – Provides a list of all the preferred employers within a specified timeframe, their 

address, and their contact person as well as the services that were provided to them.  

It also shows the staff member who provided the service and the actual date of 

service. Preferred employers are those who have registered in the CalJOBS system. 

 

By Staff – Lists the staff members, the number of services they provided to the 

preferred employers, and the number of the preferred employers they served. 

 

By Office – Lists the total number of employers served and the total number of 

services provided by each office.  Offices are links to the employer information and 

the services given.  

 

By Service – Lists the total number of services and the total number of employers 

that received those services by the employer service code. Service codes are links to 

the employer information. 

 

By Employer – Lists all the employers and the total number of services given to each 

employer.  Employer name is a link to the table showing specific information on the 

services. 

 

By Service Status – Lists the total number of employers, the total number of services 

they received by the current service status. Service status is a link to the list showing 

specific information on the employers and the services they received. 

 

 After you select the category of your choice by clicking on the respective 

hyperlink, another screen will be displayed that will allow you to choose 

certain filters for your report.  The following list describes all the available 

filters. 

 

o Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is 

selected by default and it should be left as is.  “Inactive” status is 

used in rare occasions such as the closure of a particular office in a 

region. “All” includes both “Active” and “Inactive” statuses. 

o Region/LWIA – Select the LWIA of your interest from the drop down 

menu.  Use “None Selected” to include all the LWIAs. To select 

multiple LWIAs, hold the “Ctrl” key down while clicking on each 

desired LWIA. 

o Office Status – Active/ Inactive/ All.  The “Active” status is selected 

by default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. “All” 

will include both the “Active” and “Inactive” statuses. Please note that 
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this filter option is not available (grayed out) if you do not select a 

LWIA. 

o Office Location – Select the office of your interest from the drop 

down menu. “None Selected” can be used to include all the offices 

within the region/LWIA. To select multiple offices, hold the “Ctrl” key 

down while clicking on the office locations of your choice.  Please note 

that this filter option is not available or grayed out if you do not select 

a LWIA. 

o State – Select the state that contains the employer’s location.  Please 

note that some of the employers who have job sites in California may 

be incorporated in states other than California.  

o City – Filtering by City is currently not an available option.   

o County – Select the appropriate county from the drop down menu for 

the preferred employers. A “state” must be selected for the county 

options to be available.  If no “state” is selected, to filter by “county” 

option will not be available. 

o Ward/Borough/Township – This option does not apply to California. 

o Zip Code – Select the appropriate zip code from the drop down menu 

for the preferred employer(s).  A “state” must be selected for the zip 

code filter option  to be available.  If no “state” is selected, to filter by 

“zip code” option will not be available. 

o State Contractor – Non Selected/Yes/No.  Select the appropriate 

filter based on the status of the employer as a state contractor. 

o Federal Contractor Status – Non Selected/Yes/No. Select the 

appropriate filter based on the status of the employer as a federal 

contractor. 

o Affirmative Action – To filter for employers who have an Affirmative 

Action plan. 

o ADA Compliant – To filter for employers who are ADA (American 

with Disability Act) compliant. 

o Staff – Search and select the staff member name.  

 Status – Select the “active,” “inactive,” or “all.” 

 Search By – Select to search by the staff member’s “last 

name,” “first name,” or “username.” 
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 Staff – Search for the staff member’s name by typing either 

the “last name,” “first name,” or “username” in the available 

field.  As soon as you type in the first few letters of the name, a 

list of names appear to select from.  Click on the staff name to 

select it and then click on “Add.” 

 Staff Selected – The selected name will be listed in the “Staff 

Selected” field.  To remove the name, if entered in error, click 

on the name in the “Staff Selected” field and click on 

“Remove.” 

o Service Code – Select the appropriate service code from the drop 

down menu. To select multiple service codes, hold the “Ctrl” key 

down while clicking on the service codes of interest. 

o Service Completion Status: 

o Filter By Date – Select the appropriate date option for the employer 

record in the system. 

o Date Range – Enter the date range by either typing the date or by 

clicking on the calendar icon. 

 Filtering further is usually not necessary unless you want very specific 

information. For example, if you want to see all the services provided to 

employers in the Sacramento county in the last 12 months by each staff member 

at the SETA office location, then you can select the “By Staff” category and use 

the following filters: 

Region/LWIA: Sacramento Employment and Training Agency 

Office Location:  SETA 

State:  California 

County: Sacramento County 

Date Range: Last 12 months 

 

You will see the specific information on your report based on your selected 

criteria. See below for the report output for this example. 
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See the following page for more examples of the Services Provided Employer Report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



254 

 

Services Provided Employer Report 

Category:  By Office 

Filters: LWIA (Sacramento Employment and Training Agency), State (CA), Date 

Range (Last 90 Days) 

 

 
 

Services Provided Employer Report 

Category:  By Staff 

Filters: LWIA (Sacramento Employment and Training Agency), State (CA), Date 

Range (Last 90 days) 
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Services Provided Individuals 

Report 

(Click here to return to the Table of Contents) 

 

This report shows information about the specific services provided to individuals by the 

AJCC staff members. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Under the “Services Reports,” click on the “Services Provided Individuals.”  

The screen below will be displayed with a list of categories that you can choose 

from to appear on your report. 
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Note that the category you select will determine the output of the report.  For 

example, if you select “by MSFW Status,” your report will display the total 

number of services provided to individuals by the Migrant and Seasonal Farm 

workers status. Below is a brief description of each available category. 

All Services – Provides a list of all the provided services based on the selected 

criteria.  It also lists the total number of the services received by distinct users.  

An individual, who receives multiple services, is counted only once under the 

distinct user. 

List – Provides a list of the individuals who received the services.  The user name 

is a link to the individual profile. 

By Age – Lists the percentage and the total number of services provided to 

individuals by age range. The age ranges are: “Under 19,” “19-21,” “22-32,” “33-

44,” “45-54,” “55-64,” “65 and older,” and “Information Not Provided.”  The 

ages are links to user names. 

By Race – Lists the percentage and the total number of services provided to the 

individuals by their indicated races.  The responses are links to the actual user 

names. 

By Gender – Lists the percentage and the total number of services provided to 

individuals by gender (male/female/information not provided).  The responses are 

links to the user names. 

By Ethnicity – Lists the percentage and the total number of service provided to 

individuals by the ethnicity they selected upon registration.  Responses are links 

to the user names. 

By Zip Code – Lists the percentage and the total number of services provided to 

individuals by their zip code.  Zip code is a link to the user name. 

By County – Lists the percentage and the total number of services provided to 

individuals by the county locations even those outside the system’s region or 

state.  Counties are links to the user name. 

By Access Location – Lists the percentage and the total number of services 

provided to the individuals by location of system access (i.e. home, work, library, 

job fair, etc.).  Responses are links to the user names. 

By Discharge Status – Lists the percentage and the total number of services 

provided to individuals by the veteran discharge status they indicated on the 

registration form.  Responses are links to the user names. 

By Education Level – Lists the percentage and the total number of services 

provided to the individuals by their education achievement levels (i.e. High 
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School Diploma, Vocational School Certificate, Associate’s degree, etc.).  

Responses are links to the user names. 

By Disability Status – Lists the percentage and the total number of services 

provided to the individuals by their disability status.  The (yes/no/not specified) 

responses are links to the user names. 

By Service Assistance Type – Lists the percentage and the total number of 

services provided to the individuals by the type of services (Self Services, Staff 

Assisted) they received.  Responses are links to the user names. 

Services by Provider – Lists the percentage and the total number of services 

provided to the individuals by the service providers. 

By Work Status – Lists the percentage and the total number of services provided 

to individuals by their work status (i.e. full time, part time, never worked, etc.).  

The responses are links to the user names. 

By Potential Eligibility for Veterans Benefits – Lists the percentage and the total 

number of services provided to the individuals based on their (Yes/No) 

responses to the eligibility question for the veterans benefits.  Responses are 

links to the user names. 

By Disabled Veterans Status – Lists the percentage and the total number of 

services provided to the veteran individuals based on their responses (Yes, Yes 

Special Disabled, No) to the question regarding the disability status. Responses 

are links to the user names. 

By Veteran Status – Lists the percentage and the total number of services 

provided to the individuals by the responses regarding their veteran status.  

Responses are links to the user names. 

By Veteran Campaign Status – Lists the percentage and the total number of 

services provided to veterans by their campaign status.  Responses are links to 

the user names. 

By Selective Service – Lists the percentage and the total number of the services 

provided to individuals by their response to whether they have registered for 

selective services.  Responses are links to the user names. 

By MSFW Status – Lists the percentage and the total number of services 

provided to the individuals by their MSFW status.  The responses are links to the 

user names. 

By Region/LWIA – Lists the percentage and the total number of services 

provided to the individuals by the Region/LWIA they are associated with.  Also 

this option shows how many programs the individuals are enrolled in.  The 

Region/LWIAs are links to the user name. 
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By Office – Lists the percentage and the total number of services provided to 

individuals by office for all the programs.  Offices are links to the user names. 

By Staff Assigned – Lists the percentage and the total number of services to the 

individuals by the staff member that their cases are assigned to.  Staff members 

are links to the user names. 

By Staff Reported – Lists the percentage and the total number of the services 

provided to individuals.  It also lists the total number of users by the staff member 

reporting the service.  The staff member name is the link to the user name. 

By Individual – Lists the individual’s name, address, and the total number of the 

services he or she received.   

By Grant – Lists the total number of distinct users by the grant and the 

activity/service they received. 

By Service Status – Lists the total number of the distinct users and the total 

number of services by the service status (i.e. successful completion, 

unsuccessful completion, etc.). 

 Once you select the category of your choice by clicking on it, the “Display 

Options” screen will appear allowing you to choose certain filters for your report.  

With filters, you can narrow your report down to the information that fits your 

criteria.  

 

Filtering further is usually not necessary unless you want very specific 

information.  For example, if you want to know how many of the Migrant 

Seasonal Farm workers, who enrolled in the “12608 Fresno North-JS” office, 

attended a workshop, select the category “By MSFW” and select the following 

filters: 

 AJCC: 12608 Fresno North-JS and  

 Activity/Service Code: 104 Workshop.”   

This will retrieve only those individiduals in the 12608 Fresno North-JS office 

who are MSFW and have attended a workshop. 

  

The following is a list of all the available filters. 

  

o Program Type o Gender 

o Special Program o Highest Grade Completed 

o State o Disability Status 

o Staff Assigned o Work Status 

o Staff Recorded o Unemployment Status 

o Region/LWIA o Unemployment Claimant 
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o AJCC o Unemployment Claimant Type 

o Activity/Service Code o Selective Service Registration 

o Age Selection o Discharge Status 

o Age Range o Served in Military 

o Race o Cookie Location 

o Receiving TANF o  Access Location 

o Receiving Food Stamps o  Filter Date By 

 o Set Date Range  

   

   

 After selecting the appropriate filter(s), scroll down to the bottom of the page and 

click on “Display Report” to generate the report.  You will also have the option to 

export the report to any of the following programs by clicking on the appropriate 

button at the bottom of the report screen:   

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 

 

See the following pages for the examples of the Services Provided to Individuals 

Reports. 
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Services Provided Individual Report 

Category: By Staff Assigned 

Filters:  Program (WP), State (CA), Office (07400 Anaheim WSB), Date 

 

 

Services Provided Individual Report 

Category: By Veteran Status 

Filters: Program (WP), State (CA), Office (01400 Los Angeles JS), Date 
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Warn Reports 

(Click here to return to the Table of Contents) 

 

This section provides reports for the Worker Adjustment and Retraining Notification 

(WARN).  

To locate these reports: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Reports,” click on “Detailed Reports.” 

 Scroll down to “Warn Reports.”   

 Then, click on “Warn.” 

 

 Notes: 
  
The available Categories outcome will change per category selected with the 

available filters. 

Available Categories within Warn: 

Detailed Listing – provides details of a WARN event and those that are 
impacted or associated with the event. 

Available Filters:  
 

Detailed Listing Selection ─ Select the “Detailed Listing 
Selection” of your interest from the drop down menu. 

 
Year:  Select the “Year” of your interest from the drop down menu. 

 

By Location – provides information about WARN notices by location. 
  Available Filters:  
 

Company and Location Selection ─ Select the “Company and 
Location Selection” of your interest from the drop down menu. 

 
Year:  Select the “Year” of your interest from the drop down menu. 

 

By LWIA – provides information about WARN notices by workforce region. 

Available Filters: 
Year:  Select the “Year” of your interest from the drop down menu. 
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By Company – provides information regarding WARN notices organized by the 

company for which they were issued. 

Available Filters: 
 

Company and Location Selection ─ Select the “Company and 
Location Selection” of your interest from the drop down menu. 

 
Year:  Select the “Year” of your interest from the drop down menu. 

 

By Layoff Date – provides information regarding WARN notices by the layoff 

notice date. 

Available Filters: 
 
Layoff Dates ─ Select the “Layoff Dates” of your interest from the 
drop down menu. 

 
Year:  Select the “Year” of your interest from the drop down menu. 

 

After you select the appropriate filters for your report, click on “Run Report” to generate 

the report.  Examples of the report are shown on the last page.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 
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 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Federal 

Reports 

Click here to return to the Table of Contents) 
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Total Participants 

(Click here to return to the Table of Contents) 

This report lists participants in the WIA program based on the time period requested. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Total Participants.” 

 

Available Filters: 

Date Range op down 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 
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 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Total Exiters 

(Click here to return to the Table of Contents) 

 

This report lists participants in the WIA program and when they are scheduled to exit 

from the system.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Total Exiters.” 

 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA). 
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
  
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status   Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
  

Provider ─ Select the Provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Placement in Employment or 

Education 

(Click here to return to the Table of Contents) 

 

This report lists youth program participants with placement results in employment or 

education. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Placement in Employment or Education.” 

 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA). 
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 
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 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Entered Employment Rates 

(Click here to return to the Table of Contents) 

 

This report lists program participants and their entered employment status. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Entered Employment Rates.” 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All. This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
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closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers). 
 
National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Retention Rates 

(Click here to return to the Table of Contents) 

 

This report provides a list of participants in the WIA Program and their employment 

retention status. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Retention Rates.” 

 

Available Filters: 

Date Range ─ Select the quarter and year of your interest from the drop down 

menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).    
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason interest from the drop down menu. 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider ─ Select the Provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers). 
 

National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Literacy and Numeracy Gains 

(Click here to return to the Table of Contents) 

 

This report lists youth participants in the WIA Program who show literacy and numeracy 

gains. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Literacy & Numeracy Gains.” 

 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All. The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses.  
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason interest from the drop down menu. 
Choose “None Selected” if you want to include all reasons. 
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Provider Status Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



290 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



291 

 

Employment and Credential 

Rates 

(Click here to return to the Table of Contents) 

 

This report lists WIA participants and tracks their employment and credential record or 

rate in the WIA program. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Employment and Credential Rates.”   

 

Available Filters: 

Date Range ter and year of your interest from the drop down 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).    
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

 You will also have the option to export the report to any of the following 

programs by clicking the appropriate option at the top of the report screen. 

(Please note using of the blue hyperlink function on a generated report only 

work prior to exporting or saving. Blue Hyperlinks do not work if report has 

been exported or saved.) Excel - Exporting to excel will allow you to further 

analyze the data using different features of the excel program such as 

sorting, filtering, and creating charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 
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 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Average Earnings 

(Click here to return to the Table of Contents) 

 

This report tracks an individual’s Average Earnings. Displays a snapshot of rate changes 

where, if an individual earned a recorded amount at the start of program and as a result 

of training services provided they earn a higher amount after leaving the program, the 

amount is a positive measurement. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under “Federal Reports” Click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Average Earnings.” 

 

Available Filters: 

Date Range  ─ Select the quarter and year of your interest from the drop down 

menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All This filter is based upon your 
privileges The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).  
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason xit reason of your interest from the drop down menu. 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status Active” status is selected by default 
and it should be left as is. “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 

Provider ─ Select the Provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers). 
 
National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

  

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others.  
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Attainment of Degree or 

Certificate 

(Click here to return to the Table of Contents) 

 

This report tracks attainment of training degree or certificate in WIA program. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports Click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Attainment of Degree or Certificate.”   

 

Available Filters: 

Date Range Select the quarter and year of your interest from the drop down 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All. This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).    
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 
Provider Select the Provider 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers). 
 
National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others.  
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Youth Diploma or Equivalent 

Rate 

(Click here to return to the Table of Contents) 

 

This tracks youth participants in the WIA program who attained a degree or equivalency.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Youth Diploma or Equivalent Rate.” 

 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations). 
 
Fund Stream down menu. 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 
 
National Emergency Grant 
interest from the drop down menu. Choose “None Selected” if you want to 
include all National Emergency Grants.  
 
After you select the appropriate filters for your report, click on “Run Report” to 
generate the report.  Examples of the report are shown on the last page.  
 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Skill Attainment Rate 

(Click here to return to the Table of Contents) 

 

This report tracks participants in the WIA program who attained an IEP Goal, and all 

pertinent details related to the goal. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Skill Attainment Rate.” 

 

Available Filters: 

Date Range 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All.  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status ─ Active/ Inactive/ All.  The “Active” status is selected by default 

and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 

Provider ─ Select the Provider of your interest from the drop down menu. Choose 

“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

National Emergency Grant 

interest from the drop down menu. Choose “None Selected” if you want to 

include all National Emergency Grants. 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others 
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Quarterly Summary 

(Click here to return to the Table of Contents) 

 

This report displays a summary of all of the individuals reported in the quarterly WIA 

federal participant report.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9090 Quarterly” then under 

Performance Measures: click “Quarterly Summary.” 

 

Available Filters: 

Date Range ect the quarter and year of your interest from the drop down 
menu. 
(Please note quarters are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All. This filter is based upon your 
privileges The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).    
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  
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You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables’. A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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ETA WP 9002/VET 200  

Quarterly Report 

(Click here to return to the Table of Contents) 

 

The 9002 and 200 series of reports provide quarterly data and information for the federal 

common performance measures for the Wagner-Peyser (W-PA) program.  The 200 

series which is a subset of the 9002 reports provides information specifically on the 

employment and training services provided by DVOP/LVER staff to veterans. The 9002 

and 200 series of reports are divided into four distinct reporting categories: 

1. Services: 9002 A,B, EUC, and F 

2. Outcome: 9002C, D, and EUC 

3. Job Openings: 9002E 

4. Veterans: 200 A, B, and C 

The following is a brief description of each report. 

9002A – Records information on the services for all the WP program participants. 

9002B – Records information on the services for the participants who are veterans, 

eligible persons, and transitioning service members. 

9002C – Records information on the employment outcomes resulting from the services 

provided to all the individuals who exit from the WP program. 

9002D – Records information on the employment outcomes for veterans, eligible 

persons, and transitioning service members who exit from the WP program. 

9002E – Records information on the job openings by the Occupation (O*Net Standard 

Occupation Code and by the industry (NAICS) code. 

9002F – Records priority of service for covered persons. 

9002 EUC – Records services to participants and performance outcomes for exiters. 

VETS 200 – Records information regarding the Veterans employment and training 

services. The data contains similar elements as in 9002, but it applies to the activity of 

the participants who receive one or more services from: 

 Local Veterans Employment Representatives (LVER)—recorded on the 

VETS200B report 
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 Disabled Veterans Outreach Program staff (DVOPs)—recorded on the 

VETS200A report 

 Unduplicated Counts of Services/Outcomes Provided by LVER & DVOPs 

– recorded on the VETS200C report 

 To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Click on the “ETA WP 9002/ VETS200 Quarterly.”  Select your desired report by 

clicking on its name. The “Selection Criteria” screen will be displayed allowing 

you to filter your report by any of the following parameters: 

 

Note:  These reports will be populated with the exact figures that are reported to 

Department of Labor (DOL) just after the manager of the Program Reporting and 

Analysis Unit finalizes the report submission to DOL which is 45 days after the end of 

the quarter. 

 

o Date Range – Select the quarter and year for your report. 

Note:  The quarter and the year indicate the fiscal year and not the 

calendar year.  Refer to the following table for the fiscal and calendar year 

reference. 

 

Fiscal Year 2012 Fiscal Year 2013 Fiscal Year 2014 

1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

2012 2012 2013 2013 2013 2013 2014 2014 2014 2014 2015 2015 

 

o Region/LWIA Status – Active/ Inactive/ All 

o Region/LWIA – Select the LWIA(s) of your interest from the drop down 

menu for LWIA/Region.  To select more than one LWIA, hold the “Ctrl” 

key down while clicking on the LWIAs of your interest.  Select “None 

Selected” if you want to include all the LWIAs. 

o Office Status – Active/ Inactive/ All 

o Office Location – Select the office(s) of your interest, from the drop down 

menu. To select more than one office, hold the “Ctrl” key down while 

clicking on the offices of your interest. Select “None Selected” if you want 

to include all the offices. 
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Note: This option will be grayed out and not available if “None Selected” 

has been chosen for the Region/LWIA. 

 

o Additional Filters – are used for the Youth Employment Opportunity 

Program or for the Deaf and Hard of Hearing Program. 

 After you selected the filters for your report, click on “Run Report” to generate 

the report. 

 At the top of the report screen, you have the option to export this report to excel 

for further analysis.  From the drop down menu, select “Excel” and click on 

“Export.” 

Example of the 92002A Report: 

 

 
 

 

 

 



320 

 

Example of the 200A Report: 
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MIC Report 

(Click here to return to the Table of Contents) 

 

This report counts and tracks various levels of services provided to Migrant and 

Seasonal Farm Workers (MSFW. The information will be reported to the Department of 

Labor on a quarterly basis as the migrant indicators of compliance (MIC). 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Click on “MIC,” the following screen will be displayed. 

 

 

 You may use the following filters for your report: 

o Region/LWIA – Active/ Inactive/ All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Region/LWIA – Select the Region/LWIA of your interest from the drop 

down menu.  To select more than one Region/LWIA, hold the “Ctrl” key 
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down while clicking on the desired Region/LWIAs.  Choose “None-

Selected” if you want to include all the Region/LWIAs.  

o Office Status – Active/Inactive/All.  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare 

occasions such as the closure of a particular office in a region. 

o Office Location – Select the office(s) of your interest from the drop down 

menu.  To select more than one office, hold the “Ctrl” key down while 

clicking on the desired office(s). 

o Date Range – Select the quarter and year for your report. 

Note:  The quarter and the year indicate the fiscal year and not the 

calendar year.  Refer to the following table for the fiscal and calendar year 

reference. 

 

Fiscal Year 2012 Fiscal Year 2013 Fiscal Year 2014 

1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

Jul-
Sep 

Oct-
Dec 

Jan-
Mar 

Apr-
Jun 

2012 2012 2013 2013 2013 2013 2014 2014 2014 2014 2015 2015 

 

o After you selected the filters for your report, click on “Run Report” to 

generate the report. 

o At the top of the report screen, you have the option to export this report to 

excel for further analysis. From the drop down menu, select “Excel” and 

click on “Export.” 

See the following page for an example of the MIC report. 
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MIC Report: 
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EEO Report 

(Click here to return to the Table of Contents) 

 

These reports provide information for the Equal Employment Opportunity Act including 

gender and ethnicity information on individuals. 

To locate these reports: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Click on the “EEO.”  The following 6 report display options will be available for 

you to choose from: 

 

o Wagner-Peyser-Age and Disability Status 

Provides information on the age and disability status of the participants 

within the Wagner-Peyser program. 

 

o Wagner-Peyser-Ethnicity and Race 

Provides information on the race and ethnicity of the participants within 

the Wagner-Peyser program. 

 

o Service Types- Adult and Dislocated Worker 

Provides information on the service type for “Adult” and “Dislocated 

Worker” within the WIA (Workforce Services Investment Act) program. 

 

o Program Participations- Adult and Dislocated Worker 

Provides information on the participation of the “Adult” and the 

“Dislocated Worker” within the WIA program. 

 

o WIA Youth Program - Summary 

Provides summary information on “youth” participation within the WIA 

program. 

 

o WIA Youth Program- Detailed 

Provides detailed information on “youth” participation within the WIA 

program. 
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 Click on the report display option of your choice.  The following screen will be 

displayed allowing you to use certain filters for your report. 

 

Available Filters: 

Region/LWIA Status – Active/ Inactive/ All  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Region/LWIA – Select the Region/LWIA of your interest from the drop down 

menu.  “None-Selected” option will include all the regions/LWIAs.   

Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 

default and it should be left as is.  “Inactive” status is used in rare occasions 

such as the closure of a particular office in a region. “All” will include both the 

Active and Inactive statuses. 

Office Location – This option is grayed out if no Region/LWIA is selected.  Once 

a LWIA/Region is selected, this option will allow you to choose any office(s) 

within the selected LWIA.  Choose “None Selected” if you want to include all the 

offices.  

Date Range – Select a “From” and “To” date by clicking on the calendar icons or 

just typing it in the fields. 

 After you select the appropriate filters for your report, click on “Display Report” 

to generate the report.  Examples of the report are shown on the last page.   
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You will also have the option to export the report to any of the following programs 

by clicking the appropriate button at the bottom of the report screen. 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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EEO Report – Wagner- Peyser Program - Age and Disability Status for Los Angeles County 
Department of Community, where Date Range Between 07/01/2013 and 07/31/2013. 

  

 

  Total Age 14-21 Age 22-29 Age 30-54 
Age 55 and 

up 
Disability 

Status 

    M F M F M F M F M F 

Total 
Participations 

64609 1552 1577 5261 5120 13880 14550 4785 4840 699 510 

% of Total 100% 2.40% 2.44% 8.14% 7.92% 21.48% 22.52% 7.41% 7.49% 1.08% 0.79% 

Total Referrals 5088 79 64 377 375 1136 1132 457 342 62 50 

% of Total 100% 1.55% 1.26% 7.41% 7.37% 22.33% 22.25% 8.98% 6.72% 1.22% 0.98% 

Total Placed 1 0 0 0 0 0 0 0 0 0 0 

% of Total 100% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 

 

  Excel     CSV     Pipe Delimited     Print     PDF    
 

EEO Report - Wagner Peyser Program - Ethnicity and Race for Orange County Community 
Services Agency, Special P where Date Range Between 06/01/2013 and 07/31/2013. 

  

 

  Total 
Hispanic 
or Latino 

White 
African 

American/ 
Black 

American 
Indian/Alas
kan Native 

Asian 

Hawaiian/ 
Other 

Pacific 
Islander 

More than 
1 Race 

    M F M F M F M F M F M F M F 

Total 
Participati
ons 

535
7 

432 439 987 1008 61 48 29 38 588 402 25 25 29 44 

% of Total 
100

% 
8.06

% 
8.19

% 
18.42

% 
18.82

% 
1.14

% 
0.90

% 
0.54

% 
0.71

% 
10.98

% 
7.50

% 
0.47

% 
0.47

% 
0.54

% 
0.82

% 

Total 
Referrals 

766 74 59 131 131 10 14 4 4 91 61 7 2 4 6 

% of Total 
100

% 
9.66

% 
7.70

% 
17.10

% 
17.10

% 
1.31

% 
1.83

% 
0.52

% 
0.52

% 
11.88

% 
7.96

% 
0.91

% 
0.26

% 
0.52

% 
0.78

% 

Total 
Placed 

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

% of Total 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 
0.00

% 

 

  Excel     CSV     Pipe Delimited     Print     PDF    
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Total Participants 

(Click here to return to the Table of Contents 

 

This annual report is similar to the WIA 9090 Quarterly, except filtering by LWIA is 

required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Total Participants.” 

Available Filters: 

Program Year the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges.  The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)    
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Total Exiters 

(Click here to return to the Table of Contents) 

 

This annual report is similar to the WIA 9090 Quarterly, except filtering by LWIA is 

required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Total Exiters.”    

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)  
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. . (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Placement in Employment or 

Education 

(Click here to return to the Table of Contents) 

 

This annual report is similar to the WIA 9090 Quarterly, except filtering by LWIA is 

required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Placement in Employment or Education.”   

 

Available Filters: 

Program Year f your interest from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).     
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status   Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses.  
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Entered Employment Rates 

(Click here to return to the Table of Contents) 

 

This annual report is similar the WIA 9090 Quarterly, except filtering by LWIA is required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Entered Employment Rates.”   

 

Available Filters: 

Program Year interest from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).     
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Retention Rates 

(Click here to return to the Table of Contents) 

 

This annual report is similar to the WIA 9090 Quarterly, except filtering by LWIA is 

required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Retention Rates.”   

 

Available Filters: 

Program Year ogram year of your interest from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 

 



348 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



349 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



350 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



351 

 

Literacy and Numeracy Gains 

(Click here to return to the Table of Contents) 

 

This annual report is similar to the WIA 9090 Quarterly, except filtering by LWIA is 

required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Literacy & Numeracy Gains.”    

 

Available Filters: 

Program Year rest from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Twelve-Month Earnings Increase 

/ Replacement 

(Click here to return to the Table of Contents) 

 

This report tracks WIA participants’ earning increases over a twelve month time period 

once they have achieved employment and the information has been recorded in the 

system via base wage matching.  

 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “12-Month Earnings Increase / Replacement.” 

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA). 
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
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Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason the exit reason of your interest from the drop down menu. 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  
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 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 

 

 

See an example of the report on the following pages. 
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Wages at Entry to Employment 

(Click here to return to the Table of Contents) 

This report provides information on Wages at Entry to Employment. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Wages at Entry to Employment.”   

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).     
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Annual Summary 

(Click here to return to the Table of Contents) 

 

This report displays a summary of all of the individuals reported in the annual WIA 

federal participant report.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Annual Summary.”   

 

Available Filters: 

 
Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA). 
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
 
After you select the appropriate filters for your report, click on “Run Report” to 
generate the report.  Examples of the report are shown on the last page.  
Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  
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You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Employment and Credential 

Rates  

(Click here to return to the Table of Contents) 

 

This report is similar to the WIA 9090 Quarterly, except filtering by LWIA is required. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Employment and Credential Rates.”   

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 



367 

 

Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Average Earnings 

(Click here to return to the Table of Contents) 

 

This report is similar to the WIA 9090 Quarterly, except filtering by LWIA is required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Average Earnings.”   

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Attainment of Degree or 

Certificate 

(Click here to return to the Table of Contents) 

 

This report is similar to the WIA 9090 Quarterly, except filtering by LWIA is required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Attainment of Degree or Certificate.” 

Available Filters: 

Program Year your interest from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)    
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status   Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Youth Diploma or Equivalent 

Rate 

(Click here to return to the Table of Contents) 

 

This report is similar to the WIA 9090 Quarterly, except filtering by WIA is required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Youth Diploma or Equivalent Rate.”  

 

Available Filters: 

Program Year  from the drop down 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream  fund stream of your interest from the drop down menu. 
“None Selected” if you want to include all funding streams. 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Skill Attainment Rate 

(Click here to return to the Table of Contents) 

 

This report is similar to the WIA 9090 Quarterly, except filtering by LWIA is required.  

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Skill Attainment Rate.”    

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)   
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Twelve-Month Employment 

Retention Rate 

(Click here to return to the Table of Contents) 

 

This report provides a list of participants in the WIA Program and their employment 

retention status. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “12-Month Employment Retention Rate.” 

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA)  
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
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Exit Reason 
Choose “None Selected” if you want to include all reasons. 
 
Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
 
 

After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 
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 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Non-Traditional Employment 

(Click here to return to the Table of Contents) 

 

This report provides information on Non- Traditional Employment. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Non – Traditional Employment.”   

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA).     
 
Office Location Status – Active/ Inactive/ All  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider  Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Training-Related Employment 

(Click here to return to the Table of Contents) 

 

This report provides information on Training-Related Employment. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “ETA WIA 9091 Annual” then under 

Performance Measures: click “Training-Related Employment.”   

 

Available Filters: 

Program Year 
menu. 
(Please note years are based on fiscal year not calendar year) 
 
Region/LWIA Status – Active/ Inactive/ All  This filter is based upon your 
privileges. The “Active” status is selected by default and it should be left as is.  
“Inactive” status is used in rare occasions such as the closure of a particular 
office in a region. “All” will include both the Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. (To select 
multiple Regions/LWIA hold ctrl and select your multiple Region/LWIA) 
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. (To select multiple Office Locations hold ctrl and select your multiple 
Office Locations) 
 
Fund Stream 
“None Selected” if you want to include all funding streams. 
 
Exit Reason 
Choose “None Selected” if you want to include all reasons. 
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Provider Status  Active/ Inactive/ All.  The “Active” status is selected by default 
and it should be left as is.  “Inactive” status is used in rare occasions such as the 
closure of a particular office in a region. “All” will include both the Active and 
Inactive statuses. 
 
Provider   Select the Provider of your interest from the drop down menu. Choose 
“None Selected” if you want to include all providers. (To select multiple 
Providers hold ctrl and select your multiple Providers) 
After you select the appropriate filters for your report, click on “Run Report” to 

generate the report.  Examples of the report are shown on the last page.  

 

Clicking on the blue hyperlinks on the reports generates individual data reports or 

detailed information based on the category selected.  

 

You will also have the option to export the report to any of the following programs 

by clicking the appropriate option at the top of the report screen. (Please note 

using of the blue hyperlink function on a generated report only work prior to 

exporting or saving. Blue Hyperlinks do not work if report has been exported or 

saved.)  

 

 

 Excel - Exporting to excel will allow you to further analyze the data using 

different features of the excel program such as sorting, filtering, and creating 

charts. 

 CSV – This file type is primarily associated with ‘Comma-Separated 

Variables.’ A comma delimited file is a database exported into a format where 

each record is a single line and each field in the record is indicated by a 

comma upon opening in Excel). 

 Pipe Delimited – A delimited text file is one in which each line of text is a 

record, and the fields are separated by a known character upon opening in 

Notepad. 

 Graph – This option is currently not available due to our system configuration 

through ITB.  To utilize graphs you would need to export the data to Excel 

and then develop the graphs in Excel.  

 Print – The print button at the bottom of the page is not an available option 

due to ITB system configuration.  Use the print button on your main toolbar to 

print. 

 PDF – This will allow you to save your report in a format that is portable so 

you can share it electronically with others. 
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Veteran Priority of Service 

Survey 

(Click here to return to the Table of Contents) 

 

This report documents the services that veterans and their spouses are receiving based 

on the new policies from the Department of Labor on priority of service for employment 

and other services.  

 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation panel 

 Under “Reports,” click on “Federal Reports” 

 Under Federal Reports click on “Veteran Priority of Service Survey.”  The 

“Selection Criteria” screen is displayed with the following listed filters to select for 

your report. 

 
 

Available Filters: 

Region/LWIA Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Region/LWIA – Select the Region/LWIA of your interest from the drop down 
menu.  “None-Selected” option will include all the regions/LWIAs. To select 
multiple LWIA’s, hold “ctrl” key and select the LWIAs of your interest. 
 
Office Location Status – Active/ Inactive/ All.  The “Active” status is selected by 
default and it should be left as is.  “Inactive” status is used in rare occasions 
such as the closure of a particular office in a region. “All” will include both the 
Active and Inactive statuses. 
 
Office Location – This option is grayed out if no Region/LWIA is selected.  Once 
a LWIA/Region is selected, this option will allow you to choose any office(s) 
within the selected LWIA.  Choose “None Selected” if you want to include all the 
offices. To select multiple Office Locations hold “ctrl” key and select the Office 
Locations of your interest. 
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Report Due Date – This report was required to be completed once a month on 
the 15th; therefore, the date option lists only 15th of the month.  Select the month 
of your interest from the drop down menu. 
 

 
 

The total number of the participants and enrollees are links to a more detailed screen, 

see below.

 

 

The user name is a link to the individual’s profile folders. 
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Manage Case 

Assignment 

(Click here to return to the Table of Contents) 
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Manage Groups and Staff Group 

Assignment 

(Click here to return to the Table of Contents) 

This guidance demonstrates how to create, edit, and inactivate a Case Management 

Group and how to assign staff members to a Case Management Group. 

To Create a Case Management Group: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Manage Groups.”  You will get the following screen. 

 
 

 Click on “Create New Group” at the bottom of the screen. 

 Select a name for the group you are creating. The standard for selecting a group 

name is to use the 3 digit ARU number, followed by the respective group name 
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(i.e. Veteran Representative, Wagner Peyser Case Managers, YEOP Case 

Managers, TAA Case Managers, WIA Case Managers, etc.), and the office 

name.   

 

Example: 

         033 Veteran Representatives Fremont 

 

ARU number Group Name Office Name 

 

 Select the appropriate program from the drop down menu. 

 Select the Location Type and Location from the drop down menu 

 Type in a description for the group you are creating. 

 Click on “Save.”  Then, the system will assign a Group ID number which is a 

numerical field for the newly created group. 

 

To Edit a Case Management Group: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Click on “Individual Case Assignment” 

 Click on “Manage Groups.”  You may locate the group you want to edit either by 

the “Group ID” or “Group Name.”  You may click on the column title to sort the 

groups either by the group name or group ID. 

 Once you located your group, click on the “Edit” button.  You may change the 

group name, program name, location and location type, or the group description. 

 Click on “Save” to save the changes you made.  

 

To Inactivate a Case Management Group:  

An existing case management group can only be inactivated and not completely deleted 

from the system.  You may run reports on an inactivated case management group, but 

you may not be able to assign cases or assign staff members.  To inactivate a group, 

take the following steps. 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Click on “Individual Case Assignment” 
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 Click on “Manage Groups.”  You may locate the group you want to edit either by 

the “Group ID” or “Group Name.”  You may click on the column title to sort the 

groups either by the group name or group ID.    

 Once you located  your group, click on the “Inactivate” button.  The “Are you 

sure you want to inactivate this group?” message will be displayed.  Click on 

“OK” to confirm. 

 

To Assign Staff Members to a Case Management Group: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Click on “Individual Case Assignment” 

 Click on “Staff Group Assignment” 

 Locate the group name which you want to assign staff members to by clicking on 

it.  

Note: To locate the group you are looking for faster, you may sort the group 

names by clicking on the title of the column.  Also, you may choose to display 

more than the default (10 records) at a time to locate your group. 

 Once you locate the group, select it by clicking on the group name. 

 Once you click on the group name, the following screen will be displayed with a 

list of all the staff member names. 
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 From the drop down menu, select “Active” to only display the name of active 

staff members.  

 Click on the check box next the staff member’s name to select the name and the 

click on the “Assign Users to Group” to assign the staff member to the selected 

case management group. It is suggested that the manager of the group is 

assisgned to the group either as the group lead or as a staff member so he/she 

will be able to run reports on the group’s activities.    
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Individual Assignment 

(Click here to return to the Table of Contents) 

 

This guidance explains how to assign an individual’s case to a primary case manager or 

to a case management group. 

To Assign an Individual to a Case Manager: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Individual Assignment.”  You will get the following “Individual 

Search” screen prompting you to search for the individual whose case you wish 

to assign.  

 
 

 You may search for the individual by any of the following information: 

o Program (W-PA, WIA, TAA, etc.) – this is a required field.  Also this option 

requires at least one more search criteria to be selected. 

o First name 
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o Last name 

o Last 4 digits of SSN 

o LWIA/Region – this is a required field. 

o Office 

o Vet Eligible Status 

 

The “Case Status” filter will help narrow down your search criteria and give the 

option to search only for those individuals whose case has already been 

“assigned,” for the individuals whose cases are “unassigned,” or for “all” which is 

a pool of assigned and unassigned cases. 

 Type in your search criteria and click on “Search.”  System will display a list of 

the individuals’ names. 

 Once you locate the name of the individual whose case you wish to assign, click 

on the checkbox next to the name. 

Note:  If there is an “*” instead of a checkbox next to the name, it means that the 

individual has already been assigned to a case manager or case management 

group. 

 Click on “Assign Staff” at the bottom of the screen.  Another screen with a list of 

staff members will be displayed.  Click on the username of the case manager 

whom you wish the case to be assigned to. The system will show the following 

initial screen displaying the options for the “Individual Case Assignment” and 

the “Employer Case Assignment.”   
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This confirms that the case assignment was successfully done.  

To Assign an Individual to a Case Management Group: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Individual Assignment.”  The “Individual Search” screen will be 

displayed prompting you to search for the individual whose case you wish to 

assign.  

 You may search for the individual using any of the following information: 

o Program (W-PA, WIA, TAA, etc.) – this is a required field.  Also this option 

requires at least one more search criteria to be selected. 

o First name 

o Last name 

o Last 4 digits of SSN 

o LWIA/Region – this is a required field. 

o Office 

o Vet Eligible Status 

 

The “Case Status” filter will help narrow down your search criteria and give you 

the option to search only for those individuals whose case has already been 

“assigned,” for the individuals whose cases are “unassigned,” or for “all” which is 

a pool of assigned and unassigned cases. 

 Type in your search criteria and click on “Search.”  System will display a list of 

the individuals’ names. 

 Once you locate the name of the individual whose case you wish to assign, click 

on the checkbox next to the name. 

Note:  If there is an “*” instead of a checkbox next to the name, it means that the 

individual has already been assigned to a case manager or case management 

group. 

 Click on “Assign Group” at the bottom of the screen.  The system will display a 

list of the Case Management Groups to select from.  Under the “Action” column, 

click on the “Assign to this group” next to the Case Management Group that 

you wish the case to be assigned to.  The system will show the initial screen 

displaying the options for the “Individual Case Assignment” and the “Employer 

Case Assignment.”  This confirms that the case assignment was successfully 

done. 



408 

 

Temporary Assignment 

(Click here to return to the Table of Contents) 

 

This guidance explains how to temporarily assign cases to a case manager and how to 

remove temporarily assigned cases from a case manager.  

 How To Temporarily Assign Cases to a Case Manager: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Temporary Assignment” 

 Click on “Create a Temporary Assignment.”  You will get the following “Staff 

Search” screen prompting you to search for the case manager whose case(s) 

you wish to temporarily assign to another case manager. 

 

 You may search for the case manager using any of the following information: 

o Program (W-PA, WIA, TAA, etc.) – this is a required field.  Also, this 

option requires at least one more search criteria to be selected.  

Depending on the program you select, more fields to search by may 

appear. 

o Staff username 

o Staff first name 
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o Staff last name 

o Client username 

o Client first name 

o Client last name 

o LWIA/Region – this is a required field. 

o Office 

o Group 

 The “Staff” filter will help narrow down your search criteria and give the 

option to search only for “Active” or “Inactive” staff. 

 Type in your search Criteria and click on “Search.”  System will display a list 

of the staff members.  Click on the username for the case manager whose 

case(s) you wish to temporarily assign to another case manager.  The system 

will display a list of the assigned cases for the case manager you selected. 

 Under the “Re-Assign” column, select the case(s) that you wish to 

temporarily assign to another case manager by clicking on the checkbox next 

the name of the individual(s). 

 Click on “Temporarily assign to staff” at the bottom of the screen.  The 

system will list the name of the staff members. Click on the username of the 

case manager whom you wish to temporarily assign the case(s) to. The 

following screen will be displayed.   
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This confirms that the case(s) from one case manager were temporarily assigned 

to another case manager. 

How To  Remove Temporarily Assigned Cases from a Case Manager: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Temporary Assignment” 

 Click on “Remove a Temporary Assignment.”  You will get the “Staff Search” 

screen prompting you to search for the case manager whose case(s) you wish to 

remove from a temporary status. 

 You may search for the case manager using any of the following information: 

o Program (W-PA, WIA, TAA, etc.) – this is a required field.  Also, this 

option requires at least one more search criteria to be selected and 

depending on the program selected, more search field options may 

display. 

o Staff username 

o Staff first name 

o Staff last name 

o Client username 

o Client first name 

o Client last name 

o LWIA/Region – this is a required field. 

o Office 

o Group 

 The “Staff” filter will help narrow down your search criteria and give the option to 

search only for “Active” or “Inactive” staff. 

 Type in your search Criteria and click on “Search.”  System will display the case 

manager(s) name who has temporarily assigned cases.  

Note: The word “Temp” under the staff user name indicates that the respective 

case manager has temporarily assigned cases.  Click on the username for the 

case manager whose case(s) you wish to remove from the temporary status. All 

the temporary cases will be listed for that case manager. 
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 Under the “Remove” column, click on the checkbox next to the individual(s) 

name that you want to remove from the temporary status.  Then, click on 

“Remove Temporary Assignment.”  The system will show the following screen 

will be displayed.   

 

This confirms that the temporary case(s) were successfully removed. 
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Case Re-Assignment and Group 

Re-Assignment 

(Click here to return to the Table of Contents) 

 

This guidance explains how to re-assign one case manager’s cases to another case 

manager and also how to move cases from one to another case management group. 

 How To Re-Assign Cases from One Case Manager to Another: 

 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Case Re-assignment.”  You will get the following “Staff Search” 

screen prompting you to search for the case manager whose case(s) you wish to 

assign. 

 

 You may search for the case manager using any of the following information: 

o Program (W-PA, WIA, TAA, etc.) – this is a required field.  Also, this 

option requires at least one more search criteria to be selected. 
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o Staff username 

o Staff first name 

o Staff last name 

o Client username 

o Client first name 

o Client last name 

o LWIA/Region – this is a required field. 

o Office 

o Group 

 The “Staff” filter will help narrow down your search criteria and give the 

option to search only for “Active” or “Inactive” staff. 

 Type in your search Criteria and click on “Search.”  System will display a list 

of the staff members.  Click on the username for the case manager whose 

case(s) you wish to re-assign.  The system will display a list of the already 

assigned cases for the selected case manager. 

 Once you locate the name of the individual who you wish to re-assign, under 

the “Re-Assign” column, click on the checkbox next to the individual’s name.  

Click on “Re-assign to Staff” at the bottom of the screen.  The system will list 

the name of the staff members from which you may select the case manager 

whom you want to re-assign the case to. 

 Click on the username of the case manager whom you wish to re-assign the 

case to. The system will take you back to the following initial screen that displays 

the options for the “Individual Case Assignment” and the “Employer Case 

Assignment.”   

 

This confirms that the case re-assignment was successfully done. 

How To Re-Assign Cases from One Case Management Group to Another: 
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 Log into the system.  Once logged in, use the left hand navigation panel. 

 Under “Services for Workforce Staff,” click on “Manage Case Assignment” 

 Select “Individual Case Assignment” 

 Click on “Group Re-assignment.”  The following screen will display prompting 

you to select the “Program” (i.e. W-P Act, WIA Act, etc.) that the individual 

whose case you wish to reassign has been enrolled. 

 

 

As soon as you select the program, the system will prompt you to select the 

“Location Type” of the Case Management Group whether it is resided under the 

“LWIA” or “Office.”  Based on your selection, the system will prompt you to 

select a LWIA or Office from the drop down menu.  Note: The system will not 

accept “None Selected”; therefore, a specific LWIA or Office has to be selected. 

 After you select a LWIA or Office, click on “Next.”  System will display the 

following screen.  
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On the left side of the screen, enter the information regarding the case 

management group from which you wish to move the case.  On the right side of 

the screen, enter the information  regarding the new case management group 

which you wish to move the case to and click on “Next.” The following screen will 

be displayed. 
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The left side of the screen shows the information on the group from which you 

are moving the case from.  The right side of the screen displays the information 

on the group which you wish to move the case to.  The screen also lists the 

individuals’ names.  Click on the checkbox next to the name of the individual 

whose case you wish to move to another case management group. 

 Click on “Next.”  The screen displays the name of the individual that you are re-

assigning, the group which you are moving the case from, and the group which 

you are moving the case to.   

 Click on “Finish” to confirm completion of the transaction. The system will show 

the initial screen displaying the options for the “Individual Case Assignment” 

and the “Employer Case Assignment.”  This confirms that the case re-

assignment was successfully done. 
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View Case Load Report 

(Click here to return to the Table of Contents) 

 

Staff members may use this report to view their own assigned case load.  In addition, 

supervisors can view the case load for the entire case management group. 

Note: In order to utilize this report to view your case load, you and/or the supervisor 

have to be assigned to a Case Management group. 

To run this report: 

 Log into the system.  Once logged in, use the left hand navigation 

 Under the “Services for Workforce Staff,” click on the “Manage Case 

Assignment” 

 Click on “Individual Case Assignment” 

 Click on “View Case Load,” you will get the following screen which will allow you 

to filter your report by any of the below listed categories: 
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Available Filters: 

Select a Group Name – This will allow you to select a Case Management Group 

that you want to run your report on.  Note:  On the drop down menu, only the 

case management groups that you have been assigned to will be displayed.  

Also, if you have been assigned to more than one case management group and 

you select the “None Selected” option, your cases from all the groups will be 

counted in the total. 

Cases Displayed – This will allow you to choose only the “Active” or “All” cases 

to be displayed on the report. 

Display – This will allow you to choose to display only “your” cases or “All” the 

cases on the report.  Note:  As soon as you select the option for this category, 

the system will display the report.  However, you will still be able to change your 

selection and your report output will change accordingly.  

Show Only Closed Never Enrolled Applications – This option allows you to 

select “All” cases to be displayed on your report or only the “closed never 

enrolled” cases. 

Below is an example of the Case Load Report and the selected criteria for it.  
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If you click on the “Staff Username” on the report, a list of all the assigned cases for that 

staff will be displayed. See the example on the following page. 
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Any of the listed names on this screen is a link to the user profile.  
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Report Issues 

(Click here to return to the Table of Contents) 
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How and Where to Submit Issues 

with Reports 

(Click here to return to the Table of Contents) 

 

To report any issues with the reports, please take the following steps: 

 Document every step that you took from the start of generating the report to the 

point that you encountered the issue with the report.   

 Provide screen shots of each step, if applicable. 

 Provide the screen shot of the error message or the issue that you encountered. 

 Submit documentation to your Manager/SPOC/MIS Administrator. The 

Manager/SPOC/MIS Administrator should: 

o Review submitted info from staff and assist with trouble shooting the issue. 

If unable to resolve, then 

o Email the above information including the screen shots to: 

CalJOBSAdmin@EDD.ca.gov. 

 

 

Please note that providing the information in the proposed manner listed above is critical 

since that would allow us and the vendor (Geographic Solutions Inc.) to trouble shoot the 

issue. See the following example of reported issue. 

Example: 

Services Provided Individual Reports 

Issue:  Received an error message when trying to run the Service Provided Individual 

Report. 

Steps Taken: 

 On the left navigation panel, scrolled down to reports and clicked on “Detailed 

Report.” 

 

 Clicked on “Services Provided Individuals.” 

 

 Clicked on “List” category and selected the following filters: 

o Selected “Sacramento Employment and Training Agency” for the 

Region/LWIA 

mailto:CalJOBSAdmin@EDD.ca.gov
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o Selected “05902 Sacramento Employment Training Agency SETA” for 

Office Location 

o Selected “John Smith “ for the Staff Assigned 

 Clicked on “Display Report” and got the following error message. 

 

 

  

 

 

 

 


